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Easy to operate 
Fast and rugged 


For years of Model 


shown 


dependable service 


$10 750" 


Smith-Corona 


No other machine can be as useful and 
as profitable to your business as an add- 
ing machine. And—no other adding 
machine gives you so much for so little, 
as a Smith-Corona. 

You can keep the tape as a permanent 
record printed in bold, easily read type. 
For listing checks, invoices and inven- 
tory totals, accounts payable and receiv- 


SMITH-CORONA 
Cash Register 


With adding machine 
seen 
Low in co: 
from $159, 50° 


ADDING MACHINE 


able, income tax summaries, and many 
other uses you will have a fast, precision 
instrument built for years of rugged, 
fool-proof, trouble-free performance. 

A Smith-Corona Adding Machine is the 
biggest, low-cost investment you can 
make in your business — to insure accu- 
rate records and profitable operations. 
See both models demonstrated! 


MAIL COUPON TODAY 
SMITH-CORONA INC 


195 Almond Street Syracuse 1 N Y 
! Please rush me all the facts... 


Signed - 
1 cLIP THIS TO YOUR BUSINESS LETTERHEAD 


Gee cee cee ee ee ee ee ee ee = oe 


*Price for all states permitting Fair Trade Laws. Subject to change. Federal Excise Tax extra on Adding Machine. 
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Why the 
*10,000 d year 


man of the 
] 940's , § ‘net name 
must be the ‘3 | 


*20,000 a year 


man of today 1940's TAXES 1954's TAXES 


and and 


COST of LIVING COST of LIVING 


lr you're in your late twenties, your thirties | substantial success or just a living. 

or middle forties, you grew up in an era 

when $10,000 was considered to be an ex. Send For Your Free Copy of 

cellent. salary. Over and over again, you "Forging Ahead in Business" 

heard the “$10,000 a year man” referred io The coupon below invites you to make 

as a symbol of success in business. that decision today ... invites you to send 
Early impressions of this kind somehow — for a free copy of “Forging Ahead in Busi- 

have a way of staying with us; and even — ness,” which outlines a plan for executive 

today there’s an aura of “magic” about that training so complete and so scientific that 

$10,000 figure. Actually, in terms of buying each day earries subseribers closer to their 

power, the $10,000 a year man of a decade — chosen goal. 

or so ago must now earn more than $20,000 This booklet) was written exclusively for 





to maintain his previous standard of living men who are genuinely concerned about 
to say nothing about the improvement he where they are going to be in business a 
should expect of himself in ten years. few years from now—and how they are going 
The goal one sets for himself often de to get there. It is sent to you without cost. 
termines the degree of his success. The time But there are no copies for the merely 
mav have come in your life when you must curious. Only men who are truly ambitious 
decide whether you are going to make a are asked to return this coupon. 
Sea 282 SS SS See eee eT FE SSS SSS BSS SSS eee eS eee ee eS eS ee 
ALEXANDER HAMILTON INSTITUTE 
Dept. 268, 71 W. 23rd Street, New York 10, N. Y. 
In Canada: 57 Bloor St., W., Toronto, Ontario, Canada 
Please Mail Me. W ithout ¢ ost, a oOpy of Your 18-Page Book 
“FORGING AHEAD IN BUSINESS” 
Name 
Firm Name 
Business Address 
Position 


sim Home Address 
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FORMS 


lesa Copy Cat’ Bible! 


This Kit of National Translucent print process such as Ozalid or 
Forms Shows How to Get 1 or 100 Bruning Copyflex with guaran- 
or more Copies, Quickly, Easily, teed accuracy when original 


work is on National Translucent 
forms. Eliminates costly hand 
copying, errors, proofreading. 
Your (and your clients’) reports, Lead pencil, ink, typewriter all 
charts, drawings and records reproduce clearly. Send for this 
can be duplicated by any direct sample kit. 


Errorlessly ... Write for it. 








t NATIONAL BLANK BOOK COMPANY 
Holyoke, Massachusetts 


Pee. 


FORMS INCLUDE: 


Inventory 

Order ond Invoice Please send Translucent Forms Kit showing 
Comparative Sales Record actual forms. 
Inter Office Memorandum 

U. S. Outline Map 

8 x 8 Inch Quad Compony 
Form Layout Sheets (pica or 
elite spacing) Address 
Analysis Pad Rulings 
My Stationer is 
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has these answers 
to Small or Medium-Sized 


CORPORATION Office Copyimg Problems 


PHOTOSTAT 


(REG. U. S. PAT. OFF.) 


PHOTOSTAT 
INSTANT COPIER 


® Uses Eastman Kodak's new VERIFAX process. 


® Makes three or more black on white copies 
up to 81/2" x 14” in one minute. 


* Takes up less than two square feet on desk 
or table . . . or stand can be furnished. 


* Can be used under normal office lighting by 
anyone at any time. 


@ Is unequalled in flexibility and versatility. 


© Fully guaranteed by Photostat Corporation. 


Today . .. more than ever before... 
PHOTOSTAT CORPORATION stands 
ready to serve you with photographic 
copying apparatus and material of the 
very highest quality. From the small 
Instant Copier to the large, completely 
automatic continuous models, you can be 
properly equipped to handle your par- 


PHOTOSTAT is the registered trade mark 
of PHOTOSTAT CORPORATION 





PHOTOSTAT 
MODEL JUNIOR 


e Occupies same floor space as the average 
office desk, 48’' x 52’, height 52’’. 


e Comes complete with lens and prism, lamps, 
developing and fixing apparatus. 


my Capies at original size subjects up to 81/2" x 
. or reduces from originals as large as 
14" =a. 


e Bookholder, Solenoid Shutter Control and Deep 
Dark Box available as extra equipment. 


e May be easily operated by office personnel 
and under normal office lighting. 


ticular needs most efficiently and econom- 
ically with the same permanent, errorless 
copies .. . erasure-proof, water-proof, and 
fraud-proof .. . that set the standard of 
good photographic copying the world over. 
You will be amply repaid if you get full 
details before purchasing any office photo- 
copying equipment. Write to 


PHOTOSTAT CORPORATION 
299 State Street, Rochester 14, New York 
Service offices in most principal 
cities and in Toronto, Canada 
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How Much Does It Cost 
To Communicate ? 


C. I. KEELAN 
Oftice Methods Specialist, Johns-Manville Corp., New York. 


FTEN the originator of a communi 

cation is permitted to make a choice 

between various methods of commu- 
nicating. He may telephone, Teletype 
or send a telegram. He may telephone 
or write a letter. If he chooses a letter, 
he may write it in longhand and send if, 
or he may have the longhand draft 
tvped. He may dictate the letter to a 
stenographer or to a dictating machine. 
There are, of course, other choices and 
these are merely examples. 

I suspect the usual originator makes 
his choice (if, indeed, he makes one at 
all) so quickly that it is almost an un- 
conscious act. If he gave the matter a 
little more thought, he would find that 
he does have a choice much more otter 
than he might think. To encourage 


originators to give this matter more 


thought, we decided to give them a tool. 

We made a tables showing 
the costs of various methods. We valued 
the time of people (originators, recipi- 
ents, operators, mail clerks, typists, ete. ) 
at the weighted average of the salaries 
of all persons normally engaged in the 
various activities. We omitted such non 
marginal costs as rental of private wire 
facilities. (A marginal cost may be de 
fined as one that represents money out 
You will note that we eon 
sider the cost of people’s time as mar 
ginal. 

Most studies I have seen deal with the 
cost of a eall, letter, ete. We found that 
the length of a eall, letter or telegram 
made such a difference in the cost that 
we thought it better to compute costs for 
various lengths 


series ot 


of-pocket. ) 


(Tables appear on pages 8 and 9; article concludes on page 10.) 
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I ing 
| fo 


Reply written on letter received 





Memo written by hand 


———————EEE 


letter dictated to iiaiiae machine 


— 
sather dictated to stenographer 


| 
| 
}+—— + 
| 


4 4 


| Lett ter typed from longhand draft 
TABLE |: LETTERS AND MEMOS TO BRANCH OFFICES. 


Principal cost elements: supplies, mailing, filing; time of originator, recipient, stenographer 
and typist. Cost of dictating equipment is considered non- marginal and not included. (The 
average letter on 8/2" x x 5" " sheet contains 100 words; on 8!/."" x 11", 300 words.) 


r : 4 one —_— 
20 | § | 200 | 500 
| Reply written on letter received ll¢ | ( | 77¢ | $1.86 
} | 
-— t + + 
| Memo written by hand | lh¢ 


- = + 


| | | 
| Letter dictated to recording machine 19¢ 82¢ 
‘ | 


r 








Letter dictated to stenographer 19¢ 
| Letter typed from longhand draft | 2l¢ | : 67¢ |#- 25 | 3° 
? TABLE 2: LETTERS AND MEMOS TO t NON- BRANCH OFFICES. — 

Principal cost elements are the same as in Table | except there is no cost for recipient. 
‘Distance ———“er# | 10 [| 2 | 30 | 40 | 50 | 100 | 


Up to 500 miles 19¢ aug 30¢ 34¢ 43¢ 73¢ 








500 - 1000 miles 2l¢ 26¢ 32¢ 36¢ 45¢ 75¢ 





























Over 1000 miles 23¢ 28¢ 34¢ 38¢ L7¢ | 77¢ 
Lcsipiamabsiciaiacaa eee 

TABLE 3: PRIVATE WIRE MESSAGES TO BRANCH OFFICES. 
Principal cost elements: supplies; time of originator, recipient and operators. Rental of equip- 
ment is considered a non-marginal cost and therefore not included. 


SS... a — name e “y 


Di stance 30 | 4O ) 100 


75 miles 7 96¢ .00 00 $1.70 

















— 








175 miles ; : $1.35 3 ‘ 2.36 


—EE _ - _ - eveneen 7 See 


325 miles 19 : 3.57 1.6 6 2.69 


SS . — — 


1000 miles ° . 1.95 m ° 3.30 














— —— — 
2100 miles 2.37 2.39 2.4 : 4.01 
ceebiel Se aaa | 3 a "a 
TABLE 4: ‘TELEGRAMS TO BRANCH OFFICES. 


Principal cost elements: time of originator and recipient, and charges by Western Union. 
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+] - - 


15 3 4O 100 





—__+—___— 4 


71¢ 96¢ $1.64 





-+ 


98¢ ' $1.35 2.30 


— 





325 miles $1.15 i : 1.57 2.63 


1000 miles 1.48 ‘ 1.95 2.00 3.24 





= - 


2100 miles 





1.81 


2.33 °35 2.39 2.44 3.95 


























TABLE 5: TELEGRAMS TO NON-BRANCH OFFICES. 
Principal cost elements are the same as in Table 4, except that there is no cost for recipient's 
time. 





Minutes 


50 miles 
75 miles 
175 miles 


325 miles 





1000 miles 


a ba cnmbenecinel | eras 
2100 miles _ | 80 | 3-84 4.62 | 7-00 | 10.36 | 12. 
TABLE 6: TELEPHONE TOLL CALLS TO BRANCH OFFICES. 

Principal cost elements: time of operators (at both ends), caller and person called; and 
charge by telephone company. 


EEE 





























nee, 


a a enperegetee ——— 


Minutes 12 15 


Distance 








25 miles $2.16 | $2.68 





50 miles ¢ ‘ oS 2.27 2.79 


a —— - - — - — _ — 4 


| = 
75 miles | : ‘ 2.88 3.56 











—————_— 


175 miles ’ Pe. 1.6% 3.61 4.46 
325 miles iy 2.07 eke 4,61 | 5.69 
renee neers — —— - - ——E - =e 


1000 miles " 3.28 5.04 7.36 g.10 


}—_— ———————————— — . a 


2100 miles 











2.84 .57| 4.29] 6.47] 9.57 | 11.5% 
TABLE 7: TELEPHONE TOLL CALLS TO NON-BRANCH OFFICES. 
Principal cost elements are the same as in Table 6, except that there is no cost for the person 
called nor for his operator. 
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Many conclusions may be drawn from 
these tables. 
clusions that may be of unusual interest 
or significance : 

A letter or memo costs less than a pri 
any 


| have selected certain con 


vate wire of the same length sent 
distance. 

A 100-word letter costs less than any 
length domestic telegram sent any dis 
tance, 

A 100-word letter than a 
3-minute telephone toll call of any dis- 


costs less 
tance, except below 50 miles. 

A handwritten letter 
less than one of the same leneth dietated 


memo or costs 
or written and then typed, except that 
a letter of 200 or more words dictated to 
a machine and sent to one of our branch 
than a handwritten 
memo of the same length. 

Even though a letter is, ja general, 
the cheapest means of communication, a 


offices costs” less 


long letter costs significantly more than 


a short one. 
A 100-word 
our branch oftices costs less than a tele 
phone toll eall of any duration to the 
same office. 
3elow 75 miles, a 3-minute toll eall 
to an outsider costs less than a 15-word 


private wire to one of 


telegram. 

There is no difference in cost 
the distance a letter or memo is sent. 

There is slight (2e to 4c) difference in 
cost due to the distance a private wire 
is sent. 

There is significant difference in cost 
due to the distance a telegram is sent, 
or the distance over which a toll eall is 


due to 


made 

It your people will use these tables, 
the saving to your company can be ap- 
If nothing else, the publica- 
tion of such tables makes people aware 
of the fact that communicating by what 
ever method is not inexpensive. 


preciable, 





The Management and 
Control of Reports 


MILTON REITZFELD 
Director, District Records Management Office, Third Naval District, New York. 


IG, medium and small offices all have 

one thing in common 

ture of paperwork. If someone were 
to tell us of a method that might mate- 
rially reduce the amount of the most 
complicated and expensive documents we 
“push” around day in and day out, we 
would give that our undivided 
interest. Records management and sys- 
tems and procedures analysts have at- 
tacked the problem from a variety of 
angles but have given little attention to 
and eontrol of that 
most costly document : the report. Why? 
Probably because we have spent most of 
our time on the record pro- 
cedures of first line supervisors and their 
staffs. We have given little time to the 


the manutae- 


person 


the management 


creative 


10 


relationship between middle manage 
ment and the creation of and 
almost no time to the consideration of 
top management’s role in document 
making. All of us know that reports 
are usually prepared at the request of 
middle aud top management. 

A report is an official statement of 
fact or opinion for the purpose of de 
termining or comparing the status of 
an actual or proposed venture by man- 
agement. The report is simple to define 
but preparing it is another matter. 

The report is the most expensive docu- 
ment prepared by business or govern- 
ment. Frequently reports cost upwards 
of tens of thousands of dollars. Most 
reports are prepared by compiling and 


rece yrds 
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checking 100% for errors. 


2. File until ready. 


feeder reports. 


from file. 


8. Review and digest. 


9. Return to file. 


2 


at 
= 


summarizing figures from daily operat 
ing records of one kind or another. An- 
other way of stating this is that many 
daily records are prepared for the sole 
purpose of compiling reports. If we 
can eliminate certain reports, 
line preparation of others and 


stream 
install 


continual control over the conception of 


future reports, we may be able to lop 
off one of the largest and the most ex- 


pensive luxuries in the reeord-making 


process. 

One might as well not spend any effort 
over this problem unless he can enlist 
the whole hearted support of top man- 
A dramatic and simple way 
of accomplishing this is to take an un 
necessary report and make a 


agement. 


presenta 
tion to management of the savings that 
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Recipe for (Costly Reports 


1. Prepare as many daily records as possible using dollar cost- 
ing clerks, material, equipment and space. 


3. Remove daily records from file and, employing higher 
salaried personnel, summarize and prepare subordinate or 
Don’t forget to audit when necessary. 

4. Have top management study and review feeder reports. 

5. Put feeder reports back into file. 


6. Quarterly, semi-annually or annually remove feeder reports 
Summarize and prepare final report. 


7. Place on desk of top management. 


Season well by 


CUUUUULEUEEEGUEEREEOREREREEEQUREEROREREREGUEEEERGDDREOREQERREDOEEREDERRODADED DEER OREO DDODED EDDIE 


may be realized by its elimination. 

Breakdown the report into 
ponent parts; the feeder reports and 
daily records it is prepared from. De- 
termine the number of manhours. re 
quired to make each of the daily records. 
Multiply this figure by the average num 
her of records prepared during the re- 
porting period. When you have the 
gross number of manhours employed in 
preparing the daily records, multiply 
that number by the average 
wage to determine the cost. Arrive at 
the number of manhours required to 
compile and summarize the daily figures, 
Again this manhour total must be multi- 
plied by the dollar value of the man 
hour to obtain the costs. Finally, both 
cost of records and cost of summary are 


its «om 


manhour 


1] 





combined to reveal the full cost of the 
report. There may be other expenses 
involved such as printing and distribu- 
tion. No matter how much we can show 
our report costs to make, the presentation 
will be worthless if 
the reasons why the report is unneces- 
sary, indicate an inexpensive substitute, 
or tell how it can be simplified. 

Management of reports, like any other 
records management technique, is pre- 
mised on the principles of work simpli- 
fication and is made up of four phases: 
inventory, “erash’, control, internal 
audit : 

INVENTORY: How many organiza- 
tions have complete knowledge of the 
reports they prepare each year? Many 
do not even have a total figure of the 
number of reports much less their names, 
why they are prepared, when they must 
be prepared, and who they are sub- 
mitted to. Develop an aecurate inven- 
tory. At the conclusion of this step, the 
records manager should have the neces 
sary data to prepare a list containing 
the following: name of the report; fre- 
quency of submission including exact 
dates; preparing offices; requiring offices 
or agencies; description of written  re- 
quests (authority to prepare) tor re- 
ports; receiving offices. 

The inventory must be distributed to 
all key personnel. Think of the advan- 
tages of such a tool, the endless hours 
that may be eliminated by knowing the 
source of all research, and 
opinion available in the organization. 

“CRASH”: By classifying each re- 
port by function and comparing report 
against report, duplicate and overlap- 
ping reporting may be uncovered. Ques- 


it does not contain 


statistics, 


tionable reports, 7.e., reports prepared 


without written authority, those with 
antiquated authority, those that appar- 
ently do not serve any useful purpose, 
reports prepared by obsolete methods, 
and duplicate and overlapping docu- 
ments should be discussed at a confer- 
ence of the heads of all departments. 
All reports that cannot be justified 
must be discontinued. Proposals should 


12 


be submitted for the improvement of 
those obviously in need of betterment. 
When this takes place, more than just 
the expense of paper, printing, equip- 
ment and space will be reduced. It is 
the manhours and years saved. which 
really pay off. This is the “crash” 
phase. If top management had any 
doubts about the program before this, 
the number of lame ducks that you will 
rid them of will surely give vou all the 
support necessary for success. The 
“erash” program is usually so profitable 
that it might not be a bad idea to con- 
duet one each year. 

CONTROL: Written instructions must 
he prepared tor each approved report. 
All reports must be assigned a codified 
numerical symbol to serve the following 
purposes: identify the subject and that 
the report has been approved by man- 
agement; identify the requiring office; 
allow for caleulating the number of re- 
ports being prepared. 

Unless properly restrained, organiza- 
tion may run wild, creating complicated, 
expensive records. Birth of new reports 
can be curbed by adopting a rigid con- 
trol system. Require that every report 
must be established by written instrue- 
tions which, when approved, will con- 
stitute authority for preparation. —In- 
structions must be couched in simplest 
terms and include format, data to be 
included, where data can be obtained, 
how it is to be compiled, submission 
dates and the receiving department. A 
draft of the instructions should be sub- 
mitted together with written justification 
for the need of the report to a central 
control point staffed with qualified sys 
tems people and equipped with an in- 
ventory of reports in use and working 
files. Where records 
systems “shops” are already established, 
those sections will maintain the control 
point. Work files should contain a copy 
of the instruction for each report, a 
sample report and analysis of the man 
hour requirements. 

Upon receipt of a request from man 
agement tor a proposed report, it should 


management or 
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setae w H.C. Allen 


The only major manufacturer of business machines selling 
such a complete line through independent dealers everywhere 











‘ , j For low cost and 
R. C. ALLEN Adding Machines are ‘ ae 
designed to deliver a greater measure of high utility, see 
service, speed, and ease of operation. 
Sizes range to 13 column capacity, a ee ; 
in hand and electric models. Model 75-10 9,999.99 with di- 
illustrated is the world’s only ten-key adding rect subtraction. 


Model 65; capacity 


machine having all three of these 
important features: automatic clear 
signal, large visible answer dials, direct 
subtraction printed in red. 


Only $135.00 


The R. C. Allen line also includes a... 








a ae { 
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= EI «KC. Allen 





One of the most 
There is a specialized R. C. Allen popular models is 
cash register ideally suited to every need. all-purpose Model 
All do double duty, combining cash J 00-D, wi t h 
register protection and information v; capacity 
with adding machine convenience. and many features 


usually found only 
Model 210 illustrated is one of the in much higher 
most popular models in the line, priced machines, 
perfect for any retail store. Totals to Costs only $195.00. 
: 99.99, segregates sales by 
clerks, departments, commodities. 


... wide array of specialized cash registers 
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For a standard 

office typewriter at 

the lowest price in R. C. Allen has made history with the 

ig? Pocig Nothing introduction of a new standard of 

omitted, ‘this is & the industry, the beautiful VIS-O-MATIC 

complete standard with 38 points of superiority. 

po i t —— Margins are both visible and automatic. 

plus tax. ere Exclusive 10-second “Quick-Switch” platen 
provides “specialized” typing. Yet it costs 
no more than ordinary standard typewriters. 


..-two outstanding typewriter values...and... 











Be BC. Allen 





R. C. Allen bookkeeping machines, like 

all the other R. C. Allen office machines, are 
designed and built to give utmost service, 
maximum dependability, at lowest cost. able from the factory, sales division 

Economical desk model 1302 illustrated 

has modern front-feed carriage, automatic : ‘ 
tabulation, automatic credit balance, is fully | R.C.Allen Business Machines, Inc, | 
carriage controlled. Ideal for accounts receiv- 
able, payroll, all commercial bookkeeping. 


Free literature and information avail- 


679 Front Ave., N.W., Grand Rapids, Mich 


..-@ superb line of bookkeeping machines 














be examined against the inventory to 
ascertain existence of a report carrying 
the same information. If this is the 
vase, the request must be denied. Other 
items in the analysis of the requested 
document include: Is the information 
necessary to the assigned duties and re- 
sponsibilities of the requesting depart- 
ment? Is all the detail necessary? 
Does the method of preparation conform 
to sound management principles? If a 
form is to be used, has it been desiened 
for simplicity of preparation? The most 
important question we must ask our- 
selves is: Can we do without it?  Re- 
quests that do not meet the approval of 
the control point are returned to the 
originators with reasons for disapproval. 
A committee of key management repre- 
sentatives may be formed to decide on 
returned requests. 

Approved reports are the most im- 
portant records of organization. They 
are used for observation of trends, meas- 
ure and comparison of performance, and 
preparation of policy and plans. They 
must be timely and current. 


Tardy re- 
ports become less valuable with each 


day’s delay. A well run 
gram must assure that reports are re- 
ceived on time. Preparing offices must 
establish a tickler file of all reports they 
are required to submit. This informa- 
tion can be obtained from the reports 
inventory. Follow-up dates must c¢on- 
tain a reserve or time cushion so that 
reports are not tardy. 

INTERNAL AUDIT: Because it takes 
time to study in detail the need for and 
preparation of reports, requests for new 
reports should be approved or disap- 
proved in a minimum of time so as not 
to unduly delay business routine. After 
the control point has approved a report 
it does not mean that it will never again 
consider the merits of that report. Fach 
approved report should be scheduled for 
periodic analysis. The audit must con- 
tain the most exhaustive detail and in- 
volve the examination of all personnel, 
material, equipment and space employed, 

The reports management program 


reports pro- 
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should be reduced to writing and dis- 
tributed to all supervisory personnel. It 
should be part of the company’s policy 
or operating manual. It may be intro- 
duced at a meeting attended by first line 
supervisors and representatives of mid- 
dle and top management. It cannot 
hope to succeed without the support of 
the first line supervisor and the people 
who make the office hum, the paper 
pushers. 

A word about documentation. Records 
are the mortar and cement that makes 
fast the foundation and brickwork of 
the organization structure. Finding, re- 
moving from file and referring to a 
record exactly when required is one way 
of evaluating the effectiveness of our 
documentation. But there is another 
side to this subject. Industry and gov- 
ernment has and is continuing to create 
mountains of records. Most records lose 
their value within three to five years. 
Keeping obsolete papers interfiled with 
important records is not good manage- 
ment. Because of the enormity of the 
record mass, the passage of time and the 
turnover of personnel, it is difficult to 
distinguish the important from the un- 
important. We must establish systems 
of documentation coupled with accurate, 
constantly revised record disposal sehed- 
ules to rid ourselves from the danger of 
too many records in addition to the 
heavy burden they place upon filing 
equipment and floorspace. 





For business ‘stationery and office forms... for memo, duplicating and 
bookkeeping machines... for countless other office uses... 


you can depend on papers bearing the famous Nekoosa watermark. Your 


printer can furnish Nekoosa Papers in a wide variety of colors, 


weights and finishes. Also available in standard sizes.at your office supply or 


Stationery store. Nekoosa-Edwards Paper Co., Port Edwards, Wisconsin. 
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N INSURANCE company in Chi- 

eago found its accounting depart- 

ment so swamped that it needed 25 
additional workers for two menths to 
cateh up with the work, But there was no 
office space available for this added per- 
sonnel even if a requisition for 25 ad- 
ditional tabulating machines could be 
okayed. One local phone call produced 
the full complement of 25 skilled women 
who worked at might, when the tabu 
lating machines were normally unused, 
until the job was finished. 

When the payroll clerk of a small 
Detroit plant collapsed at her desk be- 
fore payday, a phone call brought a 
trained clerk who worked through the 
night, with only the watchman for com- 
pany, to have the checks ready for the 
workers next day. 

Requests like this for skilled, tempo- 
.ary employees are met by 6-vear-old 
Manpower, Inc., today the largest or 
ganization of its kind in the country. 
Beginning in Milwaukee in 1948, the 
firm now has branches in 30 cities and 
expects to open 20 more before the end 
of the year. Besides supplying tempo- 
rary, skilled help in’ practically any 
field, it eliminates for its customers the 
job of hiring employees. 

Manpower, Inc., is not an employment 
agency. It 
ployee. 


charges no tee to the em- 
The nominal service charge paid 


Part of the home office staff of Manpower, Inc., 
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You Can Rent 


Office Help, Too! 


covers all costs whieh 
would be higher if paid individually by 
the employer hiring employees for tem 
porary work. These costs include adver 
tising for help, interviewing time, set 
ting up payroll and insurance records, 
and the actual cash outlay for Social 
Security, Workmen's Compensation and 
fringe benefits. 
are compeysated only for the hours they 
work, their eliminate the 
intangible, but costly, item of wasted 
manhours. Many companies have teund 
the idea advantageous in maintaining 
their merit: rating for unemployment 
compensation purposes, as their fund is 
not affected by and 
Since 


by customers 


Since these employees 


SCTVICCS also 


the coming voing 
Man 
power employees are bonded tor $25, 
000 and covered by public liability and 
property damage insurance, the cus 
tomer is well protected. 

The creators and owners of 


of temporary personnel, 


this ver 


in Minneapolis. 





was this slip 
necessary ? 


Mr. Brennan was 57 seconds late. 


Tucking his brief case under his arm, he 
darted out into the highly waxed cor- 
ridor, took 3 brisk steps and ZOOM! 
P.S. Mr. Brennan was 14 days and 57 
seconds late. 


Polished floors don’t have to be slip- 
pery. Leading office buildings, industrial 
plants and institutions report  slip-acci- 
dent reductions of up to 98% with LEGGE 
Safety Polishes. That means less absen- 
teeism, fewer work stoppages, fewer lia- 
bility suits. 


FREE BOOKLET 


Prove to yourself that floors can gleam 
without slipperiness. Learn how LEGGE 
Safety Maintenance saves up to 3344% 
on the cost of materials and labor. Write 
today for your Free copy of “Mr. Higby 
learned about Floor Safety—the hard 


WALTER G. LEGGE CO., INC. 
Dept. W9, 
101 Park Avenue, 
New York 17, N. Y. 


Branch offices in 
principal cities 


satile organization are two Milwaukee- 
born lawyers, Aaron Scheinfeld and 
Elmer Winter, who maintain active law 
offices in Milwaukee and Chicago. 
Through their law work, they became 
legal counsel and part-owners of a steve- 
doring concern which operated in_ the 
middle west and east. During World 
War II they handled complete ware- 
housing operations for the Army, Air 
Force and Signal Corps in many depots 
throughout the country, in addition to 
loading and unloading foreign 
coming into Chicago and Milwaukee. In 
1948 Messrs. Scheinfeld and Winter 
founded their own stevedoring and car 


vessels 


Interviewing a girl for an assignment at 


Manpower, Inc. 


unloading concern. The “woman power” 
division of Manpower, Ine., came about 
when they found themselves facing a 
deadline law brief with inadequate help. 
Frantic calls to employment agencies 
availed nothing, nor did calls to ex- 
employees, who answered, “If we'd only 
known in advance.” The partners de- 
cided that an emergency office service 
business was badly needed. 

Many national firms throughout the 
country use this service to help with 
regular or emergency work. <A = chain 
food store calls for calculator operators 
and clerks to price merchandise in peak 
periods and analyze sales. A can manu- 
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KILLS orice 
macHine WO/SE 


FOR ALL NOISY AT ITS SOURCE! 


OFFICE MACHINES . 





Sof'Tone absorbs 
100% of the harsh 
metallic pitch of 
noise. When taken 
away, a new sound 
level is created. This 
in turn is further re- 
duced 50% at the 
machine for the oper- 
ator. The sound of the 
operating machine 
cannot be heard a 
few feet away. 
Everyone in Sof'Tone 
equipped offices en- 
joys better working 
conditions. 
Photo Courtesy The Marine Trust Co, of Western New York 


Sof'Tone stops eyestrain with unequalled, cool, indirect, vibra- 
tionless fluorescent lighting uniformly over the entire work area. 


Sof'Tone users get better operator production—fewer errors— 
turnover and absenteeism cut, solving several annoying personnel 
problems. 


The Marine Trust Company of Western New York and 
many other major companies profit by Sof'Tone efficiency. 


©rsse Results guaranteed—Or You Do Not Pay! 
Write today for details. Give machines, 
makes, models you use and measurements. 





9 COMMERCIAL ST., ROCHESTER 14, N.Y. 
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. eo NUMBERED — 


i TRADEMARK OF 
Mee PERFECT PROPERTY CONTROL ! 


BRANCHES OF 
MANAGEMENT 


METHODS i Er ae MM oo 
AND ' Endove Autographs 
SYSTEMS - 
; “Found! The vital link that perfects property control. 
One type of tag, one method of mounting, uniform 
“out-front” placement and legible numbers . . . out- 
standing attributes of this irmovation in the “tag- 
ging” of furniture, fixtures and equipment.” 


SERIALLY NUMBERED 
PURCHASING Cpprove Autographs 
AGENTS 4 


“Now, because we know what we have and where we 
have it, we’re making efficient use of our equipment. 
The positive check against loss, theft and unauthor- 
ized transfer eliminates unnecessary purchases . . . 
helps determine obsolescence of equipment.” 


COMPTROLLERS ; ar WERE —— 
AND whe Autographs 

ACCOUNTANTS , 
“We're interested in records . . . accurate records that 
simplify depreciation of equipment for tax, insurance 
and accounting purposes. These attractive, easy-to- 
read tags eliminate reporting errors. To say that 
they've paid for themselves is an understatement.” 


Beautiful, easy-to-read “SERIALLY NUMBERED 
AUTOGRAPHS" are produced from lustrous .016” 
Satin Finish Aluminum. They're easier to mount 
(even on crackle finish!) than any other permanent 
identification device . . . won't damage precision 
equipment because drilled holes, screws, rivets or 
brads aren't needed. 


WRITE TODAY DESIGNERS ~ MANUFACTURERS 
for FREE booklet, “HOW TO PERFECT 
YOUR PROPERTY CONTROL SYSTEM.” METALAAALT inc 


We'll include “try before you buy” 


samples. ‘ MASON CITY, IOWA, U. S. A. 
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Manpower girls 

typing statements in 

a customer's Chicago 
office. 


facturer keeps up to five temporary 
girls on a standing purchase order to 
take care of peaks in any clerical de 
partment. The recent cutback in 
appliance prices caused several eleetri- 
cal manutacturers to take on temporary 
girls to caleulate new prices and type 
price lists. Promotional efforts of ali 
types generally require extra help which 
Manpower supplies. Fund raising or 


home 


ganizations use not only temporary cleri- 
cals but telephone solicitors, ete. Sales 
contests, conventions and vacation peri- 
ods bring many requests for extra work 
Fourteen Manpower girls have 
been working evenings since February, 
installing a new filing system in a surety 
company in Philadelphia. 

“Where do you get help to service 
customers?” is the question most fre 


ers. 


THE EASY way 
TO DESTROY 
OLD PAPERS _ 


The new "Silver Executive’ Paper Shredder destroys confi- 


dential papers, obsolete records completely 
Machine is typewriter-size, neat, 


quickly! 
compact and portable— 


safe and easy to operate. Shreds paper into '/4" strips .. . 


makes wonderful packing material. 


Write today for complete details and 


10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET 
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SAVE MONEY 
TIME and LABOR 
NEW ities Teeeneel PROCESS 


SPOT CARBONIZING 


OF YOUR OFFICE & BUSINESS 


FORMS 


TUTTE TTS. 


SPOT CARB is applicd directly 
to back of each sheet in any size 
or shape. Clean, 


non-smudge. 
Eliminates necessity of carbon 
interleaving. Possibilities of sim- 
plification and savings are prac- 
tically unlimited. Perfect for all 
forms — from small receipts to 
large accounting forms — single 
or multiple sets. Our complete 
plant handles printing, spot car- 
bonizing, binding. Contact us di- 
rect for details, or call your regular 
supplier. Ask for free SPOT CARB 
samples and booklet x 
“How to save with SPOT 





56 LAFAYETTE STREET, NEW YORK 13, N.Y. 


Send samples of SPOT CARB forms and 
free booklet “How to save with SPOT 
CARB" 


FIRM 
ADDRESS 
SIGNED 


| ferent jobs. 


Customer dictating to a Manpower employee. 


quently asked. The answer is that three- 
quarters of Manpower’s female em- 
ployees are married women who work 
part-time. “We call them  ex-career 
girls,’ Elmer Winter explained. “There’s 
a vast reservoir of women in this coun- 
try who worked before they were mar- 
ried and who now want to work at times 
which will not interfere with the bring- 
ing up of Johnny or Betty. We may be 
even filling an important sociological 
function in hiring these women, A typi- 
cal Manpower employee is a housewife 
in her late thirties who needs to boost 
her family income.” 

The one-quarter of Manpower’s 
women who are single, are the ones who 
usually want to work full-time at dif- 
“I’m restless” or “I like 
variety” are typical reactions of Man- 
power’s 40 - hour - a - week employees. 
Other single girls on their lists have 
part-time professions, such as singers 


re SALE] se ee 





WRIGHTLINE STEEL | CAPACITY EACH 
UNITUB FILES 





2 Vertical 
2 Horizontal 


CALL NEW CONDITION 


| MAXWELL HOUSE@Wisconsin 7-9520 
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DONT STAND FOR 


When a duplicating job jumps 
the rails — and the paper starts 
wrapping itself around the roller 
with a machine-gun clatter 
resist the temptation to feed the 
operator into the hopper. 

It’s not her fault — and it very 
possibly is the fault of the paper. 

You see, the tendency of paper 
to cling to the roller is caused by 
static electricity — just like the 
magnetism a comb picks up when 
it’s rubbed vigorously. And, in 
paper, the effect of static elec- 
tricity is reduced tremendously 
by paper with the correct mois- 
ture content. 


All Eastern papers are moisture- 
controlled by scientific tests to make 
absolutely sure that the just right 
moisture content is maintained in 
every ream. The result? Smooth 
running, better looking duplicating 
jobs time after time. 

If wrap-around is_ plaguing 
you, try one of these special 
moisture-controlled Eastern 
papers: 

Atlantic Duplicator, Atlantic 
Bond, Atlantic Mimeo Bond, At- 
lantic Opaque, Manifest Dupli- 
cator, Manifest Bond, and Mani- 
fest Mimeo Bond. For sample 
packets or sheets, write: 





THE OFFICE 


nbd 


ATLANTIC BOND 


EASTERR 


UsWitss- PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 
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Girls applying for work at Manpower, Inc. 


or artists or are girls new to a city who 
work immediately. A few drift 
into permanent jobs, but the personne! 
turnover is amazingly low. 

Charges tor the services of help are 
classified by the job and based on pre 
vailing salary 
the firm 
on a contract 


need 


rates in each city where 
W ork Is 
Girls are classified 
and paid various rates for light factory, 
general office work, sales and demonstra 


operates, also done 


basis. 


= , j ou 
’ 


- 7 
This is wonderful ! 
A simple, yet efficient key control system 
Write for free catalog 0-13 
P. ©. Moore, Inc. 
300 4th Avenue, New York 10, N. Y 
>) 


TELKEE . 
Moore Key. Control «> 


Key Cabinets. System Parts & Illustrated Instructions \f 


FOR FILING AND CONTROLLING KEYS 





tion, typist, stenographer, bookkeeping 
and machine operating. Each applicant 
is thoroughly interviewed and tested for 
skills. References are demanded in every 
case and the applicant’s last place ot 
employment carefully checked. All em 
ployees are paid once a week on an 
hourly whether they worked a 
half-day or full week with overtime. 
Keeping supply and demand balanced 
is the biggest problem but experience 
has established trends. 
When married women spend their sum- 
mer with their husbands and 
children, college girls are available. 
Rarely does a customer have to be kept 
waiting. A part of Manpower’s 
staff works in their own offices on jobs 
like caleulating revising 
price lists, envelopes, ete. 
Manpower’s in-office crews work on an 
hourly or Many girls work 
on factory assignments, particularly in 


basis, 


certain seasonal 


vacations 


large 


Inventories, 
addressing 


job hasis, 
cosmetic, candy and electronic concerns 


where the girls work on assembling, 
packaging, preparing of labels and other 





Reach top-shelf items 
quickly, easily, SAFELY! 


srep\"\(FETcH 


T#ADE mane 





STEP-N-FETCH is a step and handle set thot 
solves your top shelf storage problem. It 
provides an easy, quick, SAFE way to step 
up and fetch merchandise from top shelves 
STEP-N-FETCH is made of durable steel, 
cadmium plated with rubber tread. It comes 
in two inexpensive models: one a rigid step, 
the other a step which flips up quickly flat 
against the shelf edge. Steps are a size to 
fit the ball of the foot 
Installation is very 
simple. Screw on the step 
and handle to any stan- 
dard wooden or metal 
shelving 


x 
RIGID STEP, Model 20 295 
or 


‘ac FLIP-UP STEP, Model 30A 395 


Ask your 
distributor 


NARVA PRODUCTS, 


70 Eost 45th Street New York 
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light factory work. Mrs. America of 
1953 worked in Manpower’s New York 
office. 

The men’s division is kept separate 
from the women’s division in most cities 
where available. Male em 
ployees are equipped to work in indus 
tries, homes, stores and warehouses do- 


both are 


Ny: S. 
( 


~ 


ing everything from fire salvage work 
to conducting surveys, home cleaning, 
snow shovelling, packing, ete. The most 
gratifying job performed was supplying 

and foremen for flood emer 
work near St. Louis in 1952. 
‘You name it, we'll do it,” is the policy 


of the MI 


50) men 
greney 


operation. 


Morning handout ! 


In offices where the mail is opened by hand, highly 
paid sales and office workers lose valuable time 
every morning. A PB electric MailOpener 
speeds up the opening and distribution of mail, 
can often save an extra 5 or 10 minutes of each 
person’s working time. Swiftly, safely takes a 
thread-like edge off each envelope, any size... any 


kind of paper. 


Other models, hand and electric for the smallest 
or the largest offices. Ask the nearest PB office for a 
demonstration, or write for free illustrated booklet. 


PITNEY-BOWES, INC., 3482 Pacific St., Stamford, Conn 
Originators of the postage meter, 93 offices in U.S. & Canada. ! 


= PITNEY-BOWES 


ne 
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An ‘employee 
not on the payroll 


helped this company 
save 2000 man-hours 


A fresh viewpoint was needed 
to straighten out a system 
snag and the man from the 
Moore organization did 

such a good job helping he 
practically won the title 

of an ‘employee’ not on 


the payroll. 


igs 


7_= 

The Case of 
the Bothersome 
Coupons 


\\ 


Jdlow JBilling | 
Became | 
| Automatic 


5-part Coupon Booklet 
Moore Fanfold 


, ‘ continuous interleaved 
\ marginal punched 


Part 2 is perforated, 
forming 3 vouchers 


Perforated here 



































Three separate vouchers 
Each of the vouchers covers a month. Three 


on a page points to the convenience of pay- 
ing 3 months at a time. 


Savings and Gains: 

The continuous feature of the Moore forms 
gave the company low-cost, efficient opera- 
tion with IBM tabulators. Machine print- 
ing eliminates transcribing errors. There’s 
less paying of wrong amounts; quarterly 
remittances are picking up. Staffwise. 2000 

















The coupon book a medical insurance 
company used to collect premiums was 
complicated. It used a page for each 
monthly payment. Information had to 
be written all over again, by hand, on 
each page. The amount due wasn't 
shown on the coupons. Subscribers 
didn't notice the Regulations, which 


Part 1 is the cover sheet 


Information types through to the 4 copies 
underneath. Instructions are visible. 


Classification code 
Amount due 


Subscriber’s name 


Instructions for use, easy to read 


Fe a 


i Parts 3 and 5 are the same 


giving 9 additional coupons in groups of 3. 


reece 


This takes care of payments 
for the whole year. Paying 
quarterly is becoming more 
of a habit with many sub- 
scribers—a real boon. 


A. 


hours of clerical time have been re- 
leased for other duties. Improvements 
like this are not unusual with Moore 
representatives, who make helpful sug- 
gestions like ‘employees’ not on the pay- 
roll. Sometime you might ask the Moore 
man to drop in and talk over how he 


were on the back. It took too many 
hours to handle the workload. Because 
the book was poorly organized, pay- 
ments were made wrong, time and 
again. Both the company and many sub- 
scribers favored quarterly payments, but 
the page arrangement didn't suggest 
or encourage it. People didn't bother. 


The back 
of Part 1 
lists banks 


where payment 
can be made 


It also has a 

section called 

YOUR RECORD where 
the subscriber can 
list his payments as 
he makes them. 


The beauty of the new system 
is that all information required for a year’s 
operation is put on all copies with one typing. 
Window envelopes are now possible, saving 
another writing. A billing 
system that’s completely 
automatic. 





might help your company improve effi- 
ciency. Meanwhile, let Moore send you 
samples of improvement in your field, 


with no obligation. Drop a note to 
Moore Business Forms at headquarters 
in Niagara Falls, New York; Denton, 
Texas; or Emeryville, California. 





~ 
“ ~ 


ease don't-buy paper 


a 
rx <- 


* 

eV —) 
7} wes 

si Z 


_ 
— 


j 


without first considering how you 
are going to use it. While there 
is a slight difference in cost between the 
owest grades of paper and the 
finest rag content paper, there is a 
world of difference in the paper itself. 
When you need boxed 
typewriter papers for 
permanent records, letters 
that require prestige, and for other 


important uses, remember 


that the fine ra 


g content papers 
bond and onionskin—available 


at your Neenah Stationer were 
cesigned for enduring beauty. And for the finest in other 


office supplies, rely on your Neenah Stationer. 


NEENAH BOXED 
TYPEWRITER PAPERS 
Bonds and onionskins with from 
25% to 100% rag content. 


TWWREMRATER PRREERS 
NEENAH PAPER COMPANY Sees 
Neenah, Wisconsin 
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NOW—- 


positive cleanliness 
in duplicating —it’s 


AZOGRAPH 


Here is a completely new, patented, 
low-cost way to duplicate copies. It is fast. 
It is simple. And—for the first time—here 
is a process that is completely 
clean from start to finish. 





Write today for complete information 
without obligation. 


a . . 
pr BB x, 
: 5 


THE FIRST NAME IN DUPLICATING 


B 
a 
A 
im 
rami 
A 
im 





A. B. Dick, B and AZOGRAPH are registered 
trademarks of the A. B. Dick Company 
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In less than | minute... 
for less than 2 cents! 


That’s all it takes to copy a letter with the 
Bambino, the new small Ozalid® machine for the 
office. The Bambino saves hours spent in 
retyping for carbons, frees your stenographers and 
typists for more important jobs. 

This handy office appliance has scores of 
uses; can make extra copies of reports, 
statements, invoices, orders, lists, bulletins, 
even penciled memos—speed communication, 
get things done faster, 


THE BAMBINO copies anything typed, printed, 
drawn, or written on translucent paper, up 
to nine inches wide, any length. Reproduces 
instantly on chemically coated Ozalid paper, 
film, or fabric, at high speed and low cost— 
without stencils, plates, inks or developing 
solutions. And delivers clear, dry copies. 

Economically priced at $410, the 
Bambino shortly pays for itself in even 
a small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration. 

Or write for free brochure to 
172 Ozaway, Johnson City, New York. 


OZALID-—A Division of General Aniline 
& Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 


Co Fruita |) 


copying machine for the office 
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NEW HOME OF 
U. S. E.'s LONG-ESTABLISHED RESEARCH LABORATORY, METUCHEN, N. J. 
COMPLETED JUNE, 1954 








Here's whore the UCL Guarantee, 
has its noo 





When, in 1921, U. S. E. established its own Research Laboratory, it 
inaugurated in the envelope industry a new era of scientific quality control 
which is the basis for the U. S. E. Guarantee. 

Now, in 1954, the Laboratory has a new home, complete in every detail. 
Precise specialized tests are conducted in rooms constructed for the pur- 
pose, with temperature and humidity exactly controlled and recorded. 
Solvents and inks are stored in spark-proof safety rooms with blow-out 

windows. Experienced technicians have improved instrumentation with 
which to continue their never-ending task — to make sure to make 
better every U. S. E. product. 


Lehind these Doors 


the word “‘finis’’ is never written. Here Research is a continuous 
living thing. Papers are tested and retested — for strength, opacity, 
moisture-regain, whiteness, permeability ... Raw materials, inks, 
plasticisers — all are analyzed. Gum formulas are established and 
checked, a ums are manufactured to precise specifications . 
Because the €r Guarantee has its roots in quality that can be 
proved, it pays to specify U.S.E. Envelopes. 
el 


site, 


UNITED STATES (Yo “ 
ENVELOPE COMPANY Springfield 2, Massachusetts 


15 DIVISIONS FROM COAST TO COAST 
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We'll show you why 
on your own letterhead... 


Copease* 


PHOTOCOPIER 


*Trademark 


is the perfect photocopier 
for your business! 


Write us a letter on your office stationery. Type, longhand, pencil—makes no 
difference how you write. We'll send your letter back to you with a perfect copy 
made in a Copease Duplex Photocopier. You'll see with your own eyes how 
Copease produces clear, precise images—in jet black on white background. One 
compact, economical machine makes sharp, dry photocopies in seconds on all 
types of stock up to 14” wide. Write today to Copease Corporation, 270 Park 
Avenue, New York 17, N. Y., for a graphic demonstration of Copease—known 
outside the U.S.A. as “Develop Combi”. 


COPEASE CORPORATION © 270 Park Avenue, New York 17, N. Y. 
e cS 2 cS e as g the . oe 





Only Victor Super-Quiet Custom Adding Machines give you 


New Select-0-Matic Totaling 


ease of operation 


Another sp¢ctacular first from Victor... 
Select-O-Matic brings you new ease, new 
speed of operation. Now you can take both 
totals and sub-totals from the add-bar 
automatically . . . or use the regular dual 
total key .. . or interchange both methods. 
This versatility, plus the Custom’s quiet 
operation, True-Touch keys, beauty of de- 
sign and durable construction makes it 


the selective choice in adding machines. 

Available in {0-key or full-keyboard 
models, Victor Super-Quiet Customs add, 
subtract, multiply, divide, even calculate. 
And, they automatically compute credit 
balance. See the new Victors, try them... 
with Victor’s 42 basic models you can 
make the perfect choice for your own, 
individual figure work. 


FREE TRIAL! Try a Victor in your own business. Call your Victor Branch or Dealer 
listed under “V” for Victor in the Adding Machine section of your phone book. 


VICTOR ADDING MACHINE CO., Chicoge is, I,» ta Canode: McCaskey Systems, Ltd., Galt, Ontario 


36 
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WHY WASTE OFFICE TIME? 

KEE LOX "KOPY ALIGNER" combines 
HIGHEST QUALITY CARBON PAPER 
Plus Patented Collating Feature, Insures 
Speed Automatically, Plus Efficiency, with Less Fatigue. 


YOU CUT a brn YOU 
YOUR \ \! Waaqy ss SAVE ON 

COLLATING K4, Qe ® F THE 
costs N\A yA ee =—s«TIME 


Different Weights and Finishes to give perfect results from One to 
Twenty Copies at a time. All Copies Clean while every sheet has aston- 
ishing wear. You may obtain Free Samples by contacting any of our 32 
fully stocked Retail Branches in the U.S.A. We also make Carbons for 
every use and ribbons of every color for every machine known to the 
market. 


Kee Lox Duplicator Supplies are No. 1 on the market. 


Just phone our Branch in your city for Samples of above Kopy Aligner 
or write to 


HOME OFFICE 
KEE OX, MFG. CO., ROCHESTER 1, N. Y., U.S. A. 





Above line for Export. write to Export Dept. above address, for information, free Samples 

and Exclusive Territory. Most complete and Highest Quality Line in the Industry. Quality 

that holds Customers and insures Profit. We know because we sell it retail. You get 
the same product. 
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Which File 
of Papers 
Is Yours? 


Rid your files of soft folders and loose filing, with 


ACCOBIND FOLDERS 


“ACCO-bound Papers are SAFE Papers” 


Accobind Folders of fine pressboard 
incorporate the ACCO Fastener of 
smooth pliable steel for the all-im- 
portant safety factor. Each paper, 
punched and placed over the prongs 
of the ACCO Fastener, retains its 
proper place in the folder by date, 
number, or other required sequence, 
and is not subject to accidental loss 
or misplacement. 

The unique Accobind 


transfer 


feature enables the bound units to 
be withdrawn from the metallic 
holding device in the folder, to be 
placed — ready-indexed — in the 
transfer file. With a new Indexing 
Sheet and ACCO Fastener intro- 
duced into the slideway of the 
Accobind Folder, it continues on, 
year after year, to give you a 
supremely fine filing-binding service. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto 
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ay mot 
a 


PARTITION-ettes' 
and OFFICE-ettes* 


are a system of partitioning panels plus integrated Desk 
Units that can be turned into a complete office workroom 
in minutes without any special labor. They are designed 
scientifically from the start to meet every requirement of the 
perfect packaged office... and all these Arnot products 
can be used free-standing or in an integrated, completely 
flexible set-up. 





Because there’s more change and changing going on in an 
office today than ever before, you'll find it worth-while to 
investigate OFFICE-ettes’ and PARTITION-ettes’ sleek, con- 
temporary good looks and chameleon-like efficiency — their 
ability to provide complete enclosures in an almost endless 
variety of shapes and sizes, utilizing the proper combination 
of parts. With the unique Arnot system, you can set up an 
office within an office as easily as you move furniture. These 
fine Arnot products are available at your office furniture 
dealer, or write 


11 M Reg Pat Pending In steel o wood 
with or without bandtrost or clear glass 


*Licensed under OuPont Patent In steel or wood 





PRODUCERS OF: The new Arnot 
Partition-ettes . Arnot Functional Office 


|] 
ARNOT - JAMESTOWN DIVISION Frnt espa ad aba 
tito Equipment; Under Counter Bank 


* AETNA STEEL PRODUCTS CORPORATION Equipment, Aetna Stee! Doors and 
Jamestown, New York Frames; Kale Bearings. Boyle Metal 


Office Partitions (Aetnawall) 


U 
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No streaks 


permanent copies. Meets the needs of more people, with fewer 
a weights and writing strengths. 


ALLUE DB. carson ANd RIBBON MANUFACTURING CORPORATION 


—with FLAGSHIP 


Streaks (roller marks) have been voted the most baffling problem in getting out 
perfect carbon copies — especially with the high feed-roll tensions of modern 
typewriters. 


Now, with Flagship's newest metailic-back carbon paper development you have 
the easily proved, quickly demonstrated answer to that problem. 


Roller marks are out! Clean, perfect copies of brilliant color strength and fine 
erasabuiity are in — for good — with Flagship. 


And Flagship can be counted on to lead the race for a genuinely better carbon 
paper that will give more satisfaction to more customers. If you are not getting 
results with the line you have always bought" Flagship may be your answer. 
Let us tell you more about Flagship. Make it a point to call or write us today. 


FLAGSHIP is curl-proof, with smudgeless erasures. The 


metallic back makes it easier to handle, wear longer and give sharp, 


General Offices and Factory: 165 Duane Street, New York 13, N. Y. 
Western Office and Warehouse: 3404 So. Main, Los Angeles 7, Calif. 
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Hamann CALCULATORS 


Avaitable in various models offering: 
SHORT-CUT MULTIPLICATION 
AUTOMATIC DIVISION 
MULTIPLICATION OF QUOTIENTS 
BACK-TRANSFER 


Electric models equipped with universal motors, 


adjustab'e for all voltages and frequencies. 


A linimum of mechanical service. 


Latest development: 


fiamann 300 


with simplified key-boatod. 


HAMANN caicutatinG MACHINE CO. 


2118 LAND TITLE BUILDING, PHILADELPHIA 10, PA. 


@ dealers wanted where not yetrepresented © 
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THE WORLD’S 
STURDIEST 
OFFICE 
MACHINE 
STANDS 


| From $3450 
To $66°° 


FEATURES: 


@ 3” diameter casters 
prevent tip overs 


7 @ Drop leaf interchangeable 


@ Solid steel frame 
construction 


@ Simple elevating device 
@ Plenty of leg room 


@ 5-ply drop leaf 






ADJUSTABLE 
BALL FOOT 
Permits adjust- 
ment to very 
: uneven floors. 
GENERAL SPECIFICATIONS Always rigid. 


Frame 24!/," wide, I7!/," deep. 
Simple, positive elevating action. 


Constructed of |" steel tubing. 25!/," Wrute WLLL for v/L 


between casters. Top 18" x 1I8", 
drop leaf 16" x 18". 3" diameter 
casters. 2 rubber feet, 2 ball feet. Folder and Dealer oad Can 


ry TUBULAR SPECIALTY MFG. CO. 






1940 Stanley Avenue Detroit 8, Michigan 

















how to 


FIND 
THE FACTS 


...When 
you want 


S: 
SX 


Qs ; 


“a . a ? » 


them 


VICTOR BOOK VISIBLE 


Nothing adds so much to your 
own personal efficiency as having 
all the facts in any record at your 
fingertips. With Victor Book 
Visible up to 118 record items can 
be reviewed at a glance. No matter 
what the record, Book Visible 
gives you surer, faster control... 
saves you time and money. 
Book Visible is portable too. 


VIC. TOR! 
—— alll 
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Ask your nearby stationer for a 
demonstration today. 


VICTOR SECTIONAL VISIBLE 


Every advantage of Book Visible 
is combined with the capacity to 
grow, section by section, in Victor 
Sectional Visible. Sections stack 
rigidly to any convenient height. 
You buy only what you need when 
you need it. See your stationer. 


Ae", te 
Ss. VICTOR SAFE & EQUIPMENT PRODUCTS Remington Band. | 








a ast FyMBLE with 
Old Fashioned Kubler Saude! 








ASK YOUR 


STATIONERY DEALER 


TO SUPPLY YOU 
WITH THE 


MODERN. 
ALLIANCE RUBBER COMPANY 


ALLIANCE, OHIO HOT SPRINGS, ARK. 


“ALLIANCE RUBBER CO. 
IF YOUR HOT SPRINGS, ARK. 


DEALER tS Please send FREE Sample of ARCO OPEN RING 
UNABLE TO STATIONERY BANDS. 
SUPPLY YOU a 

8 2) 
MAIL THIS ene neimeneniaiiadenn hes sins 
COUPON MY STATIONERY DEALER |S 


EE ~ : | | en 





Joan Greenwell, sales representative for 
Dictating Systems, Minneapolis, using a 
Thermo-Fax copying machine at Rayette, Inc., 
to make copies of a magazine article from 
Rayette'’s files. Chemist Richard Liepoldt 
waits to copy a formula report. Rayette's 
Thermo-Fax proved so popular with all depart- 

ments that it was moved to a centrally located 
hallway in the offices. The Thermo-Fax is made 

by Minnesota Mining & Mfg. Co. 





mee 


Machine operators can work in the open with maximum ventilation and nearby workers are not 

disturbed by machine noise in this one of the 58 offices of the Marine Trust Company of 

Western New York, at Buffalo. Machines are equipped with Sof'Tone cabinets made by Gates 

Associates. Each cabinet has two indirect fluorescent lights, ventilating fan, machine shock 

absorbers; vibrationless 33" x 34" work shelf, and a steel file cabinet to hold operator's 
personal effects and supplies. 












ae SSSR 


x 
* 
« 
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Dual typing equipment, perfected and built by Robotyper Corp., is used by ABC Freight 

Forwarding Corp., New York, for freight billing and manifesting. When freight bills are 

typed on one machine, manifest entries are simultaneously typed on the other which auto- 

matically disconnects during any typing on the freight bill which is not to appear on the 

manifest. Underwood electric continuous forms machines are used with the automatic 
Robotyper equipment in this installation. 


é 
6 
“ 
4 
- 
- 
= 
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Some of the 4,600 Stax On Steel Transfer and Records Storage Files in the records storage 
building of Boeing Airplane Co., Wichita, Kans. Stax On Steel units are made by Bankers 
Box Co. and this installation was sold through Bauman Office Equipment Co. of Wichita. 
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The New York offices of G. R. Kinney Co., which operates shoe stores throughout the country, 
showing Invincible No. 6030AB desks made by Invincible Metal Furniture Co. and installed 


Louise Murray of J. 
P. Stevens & Co., 
New York, is shown 
using a  Copease 
Duplex photocopy- 
ing machine to re- 
produce a weave 
pattern (see insert). 
This enables their 
mills to follow loom 
settings more easily. 
Machine cuts in ha'f 
the cost and time of 
reproducing weave 
patterns. The insert 
shows a pattern for 
weaving synthetic 
fiber cloth with a 
repeat design. 


by Admiral Desk Co., New York. 


cand 
aE dR AL S¢PEU TT 
| att He i 
ine i 


pony “4 prhe per | rt, of) 





Thomas H. Keon, A. 
B. Dick sales repre- 
sentative, explains 
operation of their 
new Azograph Dupli- 
cator to Anne Mas- 
carini, Margaret 
Jackson and Anne 
Speiser at Sharp & 
Dohme, Division of 
Merck & Co., Phila- 
delphia. S & D uses 
the Azograph to 
duplicate top level 
company reports. 





Examining a new 
Super-Safety _ litho- 
graphed color per- 
sonalized check 
made by Todd Co. 
for the new Colonial 
Bank & Trust Co., 
Chicago. Two color 
lithography on col- 
ored check paper 
produces a_ four- 
color effect. L. to r. 
are Dorothy Coope, 
Clayton W. Hall, 
bank president, and 
Edward J. Litwin, 
Todd Chicago rep- 


resentative, 


Switching center of 
the 5000-mile priv- 
ate wire telegraph 
system which con- 
nects the Baltimore 
headquarters of 
Mathieson Chemical 
Corp. with their 31 
plants and offices in 
23 cities. Messages, 
including orders in 
tabulated form, go 
at 65 words a 
minute. System has 
capacity of 24,000 
words hourly. 




















North American 
Aviation, Inc., 
Columbus, Ohio, 
uses McBee Keysort 
cards to control its 
inventory of 28,000 
hand tools. Card is 
permanent record 
when tool is released 
from crib. Later, 
cards are sorted for 
monthly reports and 
for charging tool 
rentals to depart- 
ments under North 
American's efficiency 
rating system (see 
below). 


Newly remodeled of- 
fices of Seaboard 
Finance Co., Pater- 
son, N. J. Counter 
arrangement allows 
customers to stand 
back-to-back for a 
feeling of privacy, 
according to Michael 
Bischof, vice presi- 
dent. 


Clerk above at North 
American Aviation, 
Inc. is using McBee 
keypunch for mis- 
cellaneous coding. 
Punch folds into the 
Keysort Operations 
Desk, at her left, 


when not in use. 


At left: sorting at 
the Keysort Opera- 
tions Desk. Card re- 
ceiving rack is rolled 
forward. Alongside 
is a Cardray with 
Keysort cards from 
files for processing. 





Stow - Davis execu- 
tive furniture in- 
stalled by Morrill’s 
in the new office 
building of the Ann 
Arbor Federal Sav- 
ings & Loan Assn., 
Ann Arbor, Mich. 











Previously wasted 
corridor space was 
turned into private 
offices by a New 
York publisher. No 
structural, floor cov- 
ering or lighting 
changes were neces- 
sary with the Arnot 
Office-ettes made by 
Arnot - Jamestown 
Div., Aetna Steel 
Products Corp. and 
installed by Itkin 
Bros. New York, 
without attachment 
to floor or walls. 
Ventilation was no 
problem because 
building is air con- 
ditioned. 


As a temporary 
measure to reduce 
machine noise, 
acoustical board was 
set up in the corner 
around the machine 
in this California 
office. 

















Fold-A-Way Tables, made by Haldeman-Langford Mfg. Co., ere shown set up for lunch in a 
hallway at the new Roseville School in Ramsey County, St. Paul, Minn. 


This installation of Steel-Age office furniture, product of Corry-Jamestown Mfg. Corp., was 
made by Business Equipment Sales Co., New York, in the Rockefeller Center office of Con- 
tinental Supply Co. 





To provide a re- 
laxed atmosphere 
and remove the 
coldness of a_ busi- 
ness office, modern 
paintings were hung 
in the offices of the 
Federated Brokerage 
Group, New York. 


Steelmaster Uno Of- 
fice Modulettes pro- 
vided the means of 
putting 24 desks in 
space formerly oc- 
cupied by 12 desks 
in the district sales 
office of Ditto, Inc., 
New York. Metwood 
Office Equipment 
Co. installed the 
Uno Office Modul- 
ettes which are made 
by Art Steel Co. 


Paintings in the of- 
fice of the executive 
secretary to Michael 
H. Levy, president, 
Federated Broker- 
age Group, New 
York. Works are by 
artists under 40 from 
the Grace Borge- 
nicht Gallery. 








WORLD'S 

S GREATEST VALUE © 
2 IN CALCULATOR ° 
PERFORMANCE * 


A “ONE-TWO” OPERATION 
IN AUTOMATIC 


MULTIPLICATION 
AND DIVISION 


TO MULTIPLY 

Just 

1. Enter multiplicand 

2. Enter multiplier 

Read your answer in the dials 





TO DIVIDE 

Just 

1, Enter dividend 

2. Enter divisor 

Read your answer in the dials 


MARCHANT’'S new FIGUREMATIC is the only calculator in its 
price range that brings you this automatic “one-two” operation in 
both multiplication and division. Call the local MARCHANT MAN. 
You'll discover that for fast, simple, accurate operation... 


Any way you figure IT’S MARCHANT! 


Find out how a MARCHANT calculator will help cut your figure- 
work costs and lighten your figuring burden. Mail this coupon 
with your business letterhead for free... 


Index to Modern Figuring by Marchant Methods. . . . [] 


Descriptive Literature on Marchant Calculators. . . . . [J 








Remington Fland 


BETTER BUSINESS METHODS 


For Greater Profits 
Through Lower Costs 





ADD A FILING DRAWER... SAVE SPACE! 
With KOMPAKT “extra drawer” File Cabinets 


This new Remington Rand Kompakt 
File gives you an extra drawer ot 
filing in every cabinet without add- 
ing to its overall height. The 3- 
drawer letter or legal size Kompakt 
File is desk height. The 4-drawer 
fits under your counter; The 5 
drawer is the height of your regular 
4-drawer file. But the new Kompakt 
gives you 6-drawers in the same 
height 
cabinet! 

Every bit of space unused in an 


as the average 5-drawer 


ordinary file cabinet has been care- 
fully utilized to bring you this space- 
saving “File with the Extra Drawer”. 

tecessed drawer pulls, offset label 
holders, smoothly rounded corners 
and handsome Gray-Rite finish, let 
the NEW Remington Rand KOM- 
PAKT file add beauty while saving 
valuable space! 

Send for booklet LBV692, illus- 
trated with floor diagrams and fig- 
ures to show how KOMPAKT Files 
save you money. 
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Hemington Hand. 





BETTER BUSINESS METHODS 


For Greater Profits 
Through Lower Costs 





Volume Up 135%... Inventory Up 66% 
Total Inventory Personnel... Unchanged ! 


ONLY three girls maintain accurate 
inventory control over 10,000 fast 
moving items located in three widely 
separated warehouses of Will Ross 
Inc., of Milwaukee, Wisconsin. 

By installing three 4,000 card 
capacity, mechanized Robot-Kardex 
units, the management of this fast 
growing company solved several 
major problems: 

They eliminated the time consum- 
ing searching through banks of 
manually filed records; solved a seri- 
ous personnel turnover problem; 
avoided departmental personnel 
growth and automatically provided 
for future expansion. 

There are many additional money 
saving advantages in store for you 
with the Robot-Kardex. Circle 
CH947 and KD505 Rev. 1 to learn 
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more about handling increased vol- 
ume without adding personnel! 


LETTER CENTERING SIMPLIFIED. Center your 
letters perfectly... without moving 
the carriage... before you insert the 
paper! Learn how our exclusive Per- 
fect Positioning Scale can save typ- 
ing time. It’s FREE—circle R&667. 





Remington. Fland 


Room 1936, 315 Fourth Ave., New York 10 


Please send free literature circled below. 
CH947 KD505 Rev. 1 LBV692 R&8667 


Firm 


Address 


Title : 


4 





When competition gets keen... when buy- 
ers compare... sales depend on quality of 
product! 


For years Schweitzer have been safeguard- 
ing the quality of best-selling carbon papers 
by supplying the finest papers for carboniz- 
ing that modern science can create. 


Only paper of the proper degree of absorb- 


PETER J. 


Mills at: 


Elizabeth & Spotswood, N. 


LARGEST: SPECIALIZED PAPER 


SCHWEITZER, 


5. 


LABORATORIES IN 


ency, uniform texture and freedom from im- 
purities can assure you of uniform absorption 
in the coating process. Only paper created 
specifically for its use can give satisfaction 
in performance. 

Carbon Paper Manufacturers who insist on 
the best insist on Schweitzer Paper for Car- 
bonizing—TOPS BY TEST for absorbency, 
purity, strength, and uniformity of texture. 


Address inquiries to Elizabeth, N. J. 


THE UNITED STATES 
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World's Finest Duplicators 


AT THE WORLD'S LOWEST PRICES 


Introducing 
SPEED-O-PRINT’S 
LIBERATOR MODEL S3SOO ELECTRIC 


SPEED-O-PRINT CORPORATION 
1801 W. LARCHMONT AVE. e CHICAGO 13, ILL. 





ADDRESSING 
MACHINES 





print their addresses from Index Stencil Cards in which the addresses 
are stenciled at typewriter speed with any standard typewriter. 

56 Elliott Branch Offices are now operating and working with 
2252 Dealers who are successfully selling our new 1954 line of Elliott 
Addressing Machines which range in price from $50 to $500 and in 
speed from 20 to 125 different addresses per minute. 

If you sell typewriters you can sell Addressing Machines. 





THE ELLIOTT ADDRESSING MACHINE CO. 
{99E Albany St., Cambridge 39, Mass. 
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New Carbon Paper Plan 
Wins Industry Recognition 


|N an exclusive interview last month, 

a spokesman for The H. M. Storms 
Company, told about the success of 
a new dealer program currently 
winning recognition among dealers. 


This plan, now working success- 
fu'ly, among present Storms dealers, 
is being expanded to include every 
dealer in the country. According to 
information received, The H. M. 
Storms Company of Brooklyn, N. Y., 
decided that every dealer, large and 
small, could benefit from their 
famous Private Brand Program. 


Accordingly, Storms is making this offer to every dealer who 
orders a minimum of 100 boxes of "Records Eternal’’ of a single 


number (one weight and finish), and will imprint the dealer's name 
on the box and ON THE BACK OF EACH SHEET OF CARBON 
PAPER, at no additional charge. 


THIS IS THE KIND OF PERSONALIZATION THAT MEANS 
REPEAT BUSINESS FOR EVERY DEALER! 


The H. M. Storms famous "Records Eternal’ trade mark is well- 
known among dealers as one of the finest private brand names avail- 
able. It stands for curl resistant, slip resistant, long wearing and clean 
writer carbon paper. It is specially processed to give excellent service 
and is available in standard weight, lightweight or featherweight... 
in HARD FINISH grey writing for standard and electric typewriters, 
in MEDIUM FINISH, clear, clean copy for general use, and in 
INTENSE FINISH BLACK writing for standard and noiseless type- 
writers. 

Dealers are urged to get in touch with The H. M. Storms Company 
immediately for complete information on this new plan. 


THE H.M. STORMS COMPANY 


Manufacturers of the complete line . . . that stands the test of time. 
Storms Building, Brooklyn 38, New York 


“~-" 





MERCURY PRODUCTS 


cut those production costs 








UERCURY 
M(kKE 





These rollers and blankets pay for themselves over and over in 
your duplicator department. They provide important savings in 
paper spoilage and waste of ink .. . Cut time for press adjustment 
and wash-up . . . Provide superior mileage, big savings on replace- 
ment costs. Order MERCURY and be convinced. 


RAPID ROLLER Co. Federal at 26th St., Chicago 16, Ill. 
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Wiustrated: 


M-8000, Executive 
Posture Chair. 


M-5000, Matching 
Side Arm Chair 


Tit Orrice 








HE OFFICE OF 


METAL-LUX 


There is a touch of Agi 





MILWAUKEE METAL-LUX Chairs 


{ office from the ordinar 
a ae r listinction. METAL-LUX dealers 
y this quality of distinctior 


4 “ _ the merit of clean, moder 


S$ (hat give them every selling 


before attained in a metal chair, superlative 
comlort and construction—and such obvio 
good value. MILWAUKEE METAI 


heer super 


MILWAUKEE METAL FURNITURE COMPANY 
101 N. Campbell Ave., Chicago 12, Illinois 


September, 1954 


DISTINCTION 


if you haven't yet 
shared in METAL-LUX 
sales and profits, write 
for full literature today. 


Visit us at the 
SOEA 
CONVENTION 
in Chicago 
Room 536A, 
Hilton Hotel 





MORE EFFECTIVE 
THAN EVER BEFORE 


— 


CLEANSING CREAM bet 


Yes, just one dip into a can of New PAX Hecto Ink Cleansing Cream and 


you'll see why Pax is now better than ever. All the usual plus features of Pax 
are still there but now there is new super effectiveness, new cleaner cooler 


color, new more pleasing dainty fragrance that makes Pax a delight to use. 


Your office girls will appreciate the way it goes after stubborn hectograph 
and mimeograph stains, typewriter ribbon and carbon paper smudges and 
really gets their hands clean quickly. They'll also like Pax because it won’t 
spoil the luster of their nail polish. Pax won’t spot clothing either, even when 
it’s mixed with the stain it’s removing. Send on your letterhead for a sample 
and see why it costs no more to provide the best. 


Pax also produces office type granulated skin cleansers and dispensers, and 


a complete line of cleansing and cleaning products 
54-1 


G. H. PACKWOOD MFG. CO. 
Manufacturing Chemists 
1550 TOWER GROVE AVE., ST. LOUIS, MO. 








LOOK FOR THE PAX ROOSTER for It's Your Assurance of a Superior Product 
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brand new 


REGNA 


and packed with sales dynamite! 
DELUXE 


CASH 


REGISTER 


with 
VISIBLE ITEM 
INDICATION# 


*DOUBLE-VIEW 


The fabulous REGNA DELUXE Cash Register 
is here, marking the greatest advance in cash 
register design in a decade! Sleek, stream 


lined, low in cost— it's the perfect answer to . 


the needs of small and medium size retailers 
The REGNA DELUXE gives foolproof control 
over cash-credit protects funds... sim 
plifies store accounting. For the REGNA DE 
LUXE is not only a precision-built cash register 
-it's an adding machine and does many 
important bookkeeping chores too! 


Regna Cash Registers are available in Manual 
or Electrically Operated Models with regular 


or oversize cash drawers 
IN CANADA: Regno Cash Registe 
Dome St. WM tre 2 


489 RK Ww 


OUTSIDE CONTINENTAL U.S 


REGNA CASH REGISTERS, INC. * 
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WINDOW 
clerk and 
individual items 


total! 


shows 
customer 
and 


REGNA FEATURES SELL THEMSELVES: 


new visible item indication 

locked-in totals and sub-totals 
double-ribbon receipt-printing mechanism 
receipt-chute. gives customer totaled, dated 
receipt 


@ department or clerk designations 
@ symbols for paid-out, credit, R/A printed 


on tape 

automatic correction key 

lightning push-button operation 

8-column totaling capacity 

new wider tape window shows owner last 
6 to 7 amounts rung up 


[175 Fifth Avenue, New York 10, N. Y. 
j GENTLEMEN: Please send more information about the REGNA DELUXE | 
Cash Register and about becoming a REGNA deoler. 


Noame___ 


175 Fifth Avenue, New York 10, N. 7 





D-6 
Catalog 
Office 


135 


Higher on 
West Coast 


Lop ¥ 


ose ) me | we 
YOO Wi em... 


Contro} 


America’s greatest telephone 
directory-catalog systematizer! 


The most revolutionary idea in office equipment in 25 years! You now can 
have better telephone service, faster call action (in and out)—faster fact 
checking—records and figures at instant finger-flip control—all integrated 
magnificently into your office procedures. 

Desk, wall and modern desk models available. Completely equipped with 
binder sections made of stainless lifetime steel and tempered pressboard 
leaves. Color harmonies to match present installations. 

Literature available. WRITE now—RIGHT now! 
At your friendly stationer and office equipment dealer. 


Ths Ge Gaffes. ‘sos aabra cue» <2 
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Department 





ENTHUSIASTICALLY ACCLAIMED! 
NEW TIME AND LABOR SAVING 


S-K 301 PAYROLL SYSTEM 


THREE OPERATIONS 
LIN ONE WRITING) 


RECEIPT FORM pos 
DETAIL SHEET ENTRY Operations 


POSTING TO EMPLOYEE'S Accomplished 
INDIVIDUAL SHEET Simultaneously 


g No pegboards or gadgets to buy or rent 
COMPLETE SYSTEM All entries are completed at one time 
PRICED AS LOW AS No posting —self balancing 


$3350 Does not require an expert operator 


Quick— inexpensive 
FOR AN ENTIRE YEAR 
INCLUDING 2 BINDERS WRITE TODAY FOR SAMPLES AND 


SCHEDULE OF LOW PRICES 


4 . RM 1619 WALNUT STREET 
- @ PHILADELPHIA 3, PA. 


LABOR SAVING ACCOUNTING FORMS 
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For the clearest, 
cleanest typing ever! 


All the writing qualities that modern exec- 
utive standards demand are at your finger- 
tips when you use Columbia Typewriter 
Ribbons and Carbon Papers. They’re clean 
—easy to use. Even the most fastidious sec- 
retary and the most exacting ribbon and 
carbon buyer never fail to be impressed by 
the consistently excellent performance of 
Columbia Ribbons and Carbons. 


There's a Columbia Ribbon and Carbon 
for every type of machine and every kind of 
typing. Your Columbia stationer is an expert 
in selecting the type you need. Let him show 
you how you can have better typing—easily! 
Write for your free copy of the Columbia illus- 
trated reference book for ribbon and carbon 
users. 


COLUMBIA RIBBON & CARBON Mee. Co., INC. 
609 Herb Hill Road, Glen Cove, New York 


COLUMBIA RIBBON AND CARBON PACIFIC, IN&¢ 


+ 
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DEVELOPING MANAGEMENT ABILITY by Earl 
G. Planty & J. Thomas Freeston. Ronald Press 
Co., 15 East 26th St., New York 10. 447 pp., 


$7. 


This text consists of 600 questions and 


answers under 31 chapter headings, «i- 
viding the development process into five 
introduction, methods, types, or 


This 


a busy per 


parts: 
vanizing-operating, evaluation. 
makes for easy reading by 


Ninety 
were actually 


son, per cent of the questions 


asked of the authors and 
about 50 were added for continuity. Mr. 
Planty is executive counselor for John 
son & Johnson, Mr. Freeston is personnes 
Ethicon, Inc., a J & J 
sidiary. The authors’ Guided Experience 
Method of 


here 


director of sub- 
executive training is de 
for the time. A bibli 
ography is keved to the book’s chapter 
the 600 


seribed first 


subjeets and questions and 


answers are indexed by subjects. 


1S OFFICE WORKERS, Gor- 
Office, Washington, D.C,, 


“OLDER” WOMEN 
ernment Printing 
pp. 64, 25 cents. 


Includes four specifie examples which 
indicate women in their middle years or 


older can be suecessfully prepared for 


office employment even if they have not 


worked for some time, Ask for Catalog 


No. L. 13.5:248. 


EMBEZZLEMENT CONTROLS FOR BUSINESS EN- 
TERPRISES by Lester A. Pratt, 29 pp., Free. 
Fidelity & Deposit Co. of Maryland, Baltimore 
3. 


Describes practical methods of com 


batting embezzlement of cash and mer 


chandise, 
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NEW!—a source of 
UNLIMITED 
INFORMATION 
on 
Punched Card 
Machine Accounting 


New directory 
lists nearly 

1500 individuals 
you may contact 
for ideas 

and information 
to fit your 
specific needs. 
Cross-indexed by 
type of business 
and types of 


procedures used. 

This special directory section is included with 
more than 200 pages of general interest mate- 
rial in VOLUME THREE of THE PUNCHED CARD 
ANNUAL—a “must” for every tab supervisor or 
anyone interested in punched card applications. 


Examine FREE for 10 days 


If you are completely satisfied OK 
our bill for $6.00, plus postage. We 
pay postage if payment is enclosed. 


The Punched Card } 
502 Maccabees Bidg., Detroit 2, Mich. 


Zz 
> 
= 
™m 


| 


COMPANY _ 


ADDRESS__ 


1S) re 


Be rs 
g Bill me 


Bill my company Check enc 


—— 
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MECHANIZE and save with . . /<~25 


INSERTING: MAILING MACHINE alee 


“ Dollars are mighty easy to funnel 

off in old-fashioned mass mail- 

ing procedure, using squads of 

clerks, many square yards of 

floor space, wasting enclosures, 

envelopes, stamps. But you save 

if you mechanize your mailing 

with an INSERTING & MAILING 

MACHINE! This unique equip- 

ment enables one clerk to do the 

work of many .. . saves you 

: nea time, space, cuts costs four-fifths! 
— ee ee ERTING b We'll gladly make a test run of 
MAILING MACHINE was a good in- one of your mailings to prove 
vestment. It helps us do a better job the I & M MACHINE eliminates 
—at lower cost.” spoilage, waste. Drop us a line. 


INSERTING AND MAILING MACHINE COMPANY, priciirssurc, wew seeser 


* COUPON. 


INSERTING AND MAILING MACHINE CO., Dept. OF. 
PHILLIPSBURG, NEW JERSEY 


] We would like an Analysts & Proposal ([] Send more information about Jnserting 
relating to our mass mailing > Mailing Machine 


a ee ere errr 











2 aia 2 
GATHERS ENCLOSURES INSERTS INTO ENVELOPE SEALS ENVELOPE PRINTS POSTAGE INDICIA COUNTS & STACKS 











Systems That Control 
BACKORDERS 


JOHN H. RANSOM 
Systems Development Manager, Moore Business Forms, Inc., Niagara Falls, N. Y. 


HE more successful the business, the 

more likely a backorder problem ex- 

ists because stock is sold faster than 
it can be produced or replenished. In 
addition to affecting manutacturers for 
stock, it plagues wholesalers, some re- 
tailers and even job order manufacturers 
where the problem then becomes one of 
partial shipments. There are two vital 
reasons why back orders and partial! 
shipments must be controlled: (1) 
Failure to ship the remainder of an 
order results in customer dissatisfaction. 
(2) A backorder is actually a sale and 
failure to ship the entire order results 
in a loss of business. 

Because of the nature of backorders, 
trace of them can easily be completely 
lost unless an automatic wav is fonnd 
to keep the orders alive until final ship- 
ment is made, Until the innovation of 
modern business systems, backorder con 
trol consisted mainly of reliance on the 
shipping department to notify the order 
department of short orders. Today there 
are methods which have eased the back- 
order problem to an enormous extent, 
even though there is still room for im- 
provement. There is no one solution. A 
given system is best only under certain 
circumstances, which vary from firm to 
firm. 

One of the requisites of good back- 
order control consists of accurate, cur- 
rent, perpetual inventory records to be 
used at the point of entering the order. 
If the exact stock quantities are known 
hefore order entry, the exact backorders 
are also known and perfect control can 
hegin here. First, keep the necessary 
invoices and shipping papers alive. Sec- 
ond, provide a means of flagging stock 
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when replenished, for which a backorder 
exists. It does little good to have papers 
flowing if they are not used immediately 
when stock is replenished. 

A number of solutions for keeping 
backorder paperwork alive are out 
lined below. Most of them are adapt- 
able to either typewriter or tabulator 
systems. 


1 COMPLETE PRE-BILLING., This 
assumes either perfect inventory con- 
trol or a large enough supply of stock 
so that no backorder problem exists. 
Combination invoice-order-shipping pa- 
pers are completely written at the time 
of order entry sinee it is known what 
ean be shipped. The backorder, a form 
similar to the original order, is 
written at this time. This insures’ the 
proper flow of backorder papers. To 
make this even simpler a combination 
order-backorder form permits preparing 
both at the first writing to eliminate one 
complete writing. 


also 


2, COMPLETE PRE-BILLING 
WITHOUT INVENTORY CONTROL, 
A practical solution consists of a combi 
netion order - invoice - shipping form 
which is initially written complete with 
extensions under the assumption that it 
can be completely shipped. The invoice 
section is held pending until released by 
notification of shipment trom the ware- 
house. If the order is completely filled, 
the invoice detached and 
mailed. If short shipments result, the 
form is reinserted in a typewriter, quan- 
tities and extensions X’ed out, and cor- 
rect quantities entered underneath. A 
new order is then written for the back- 


section = 1s 


69 





2) 





28.9. 9 Vim: ©} oe 


.@) 





.®) 


fy 





Fig. |. 


Mail oll Orders and Remittances to the 


General Office 947 W. St. Paul Ave 


Milwaukee 1, Wisconsin 
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A 9-part continuous, carbon-interleaved, marginal punched order-invoice form for 


complete pre-billing without inventory control. 


ordered items. 

This method idea. 
Although appearance may sulfer some- 
what, the clerical savings multiply great 
ly if the per cent of orders short-shipped 
is not large. 
reinserted into a machine for extensions 
as they do with the conventional pre- 
billing system if no back order exists. 
An example of this method is the 9-part 
continuous carbon interleaved marginal 
punched form of Nesco, Ine., (Fig. 1). 


Is a 


money-saving 


Invoices do not have to be 


70 


3. CONVENTIONAL (PARTIAL) 
PRE-BILLING SYSTEM. This system 
two forms: an original order- 
invoice and a backorder set. The order- 
written without extensions. 
The invoice section is placed intact in a 
pending file until released by a shipping 
notice, It is then inserted in a type- 
writer for extensions and finally dis- 
tributed. This is a good system for sit- 
uations where a substantial per cent of 
orders are short shipped, or when neat- 


LSes 


iInvolEe is 
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9 PART SET 


INVOICE 


pe ROBESON CUTLERY COMPANY, Inc. 


Perry, New York 





THE ROBESON SHUR £064 GUAR ANTET 
ty @ oe every produc! we mate Should 
me Oise , 








Fig. 2. A 9-part invoice form for a conventional (partial) pre-billing system. 
(A 7-part invoice form is also used by this firm.) 
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INVOICE 


WEDDELL TOOLS, INC. 


METAL WORKING TOOLS 
ROCHESTER 11, N. Y 


37 CENTENNIAL STREET 


Date Shipped 


hipped Via 


ustomer's P.O. N 


rchase Order Date 


WEDDELL TOOLS, INC 


of the articles ond/or the per 
Whos complied with Section 


tormonce of the serv ed by thi 
12(A) of the Fow Lobo: re < ded 














invoice-backorder post-billing. 


Fig. 3. A 5-part invoice set to which can be added a 2-part backorder for combination 


THe OFFICE 
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ness and appearance is important. 

Robeson Cutlery Co. (Fig. 2) who 
adopted this method, only two 
Speediset forms requiring one-writing 
each. They previously needed five sepa- 
rate forms and writings for each original 
order and three additional forms for 
each backorder. 


USCS 


4. COMBINATION 
BACKORDER (Post 
method great deal of clerical 
time for situations where a high per- 
centage of partial shipments exist. The 
order-shipping papers only are typed 
initially. When shipment is made, an 
invoice is typed indicating quantities 
shipped. If there is a backorder, a two- 
part backorder form is placed behind 
the invoice in the typewriter so that 
the shipping papers for the baekorders 
are produced as a by-product. Finally, 
the invoice only 1s typed. 


INVOICE- 
silling). This 
saves a 


Since the forms are never re-inserted 
in the typewriter for extensions, a sav- 
ing in clerical time is effected. If one 
backorder is involved, there is a 25% 
saving in clerical time over the conven- 
tional pre-billing system. If three par- 
tial shipments occur on one order, 38% 
is saved. The more shipments, the 
greater the savings. 

An excellent example of such a sys- 
tem is that of Weddell Tools, Ine. (Fig. 
3) Three Speediset 


forms are used: 


a 6-part order-acknowledgement, 5-part 


with earbon 
permitting it to be 
added to the invoiee set for single 
tvping. It is flexible and efficient and 
provides full control over order-billing; 
clerical costs by reducing the 
number of operations needed to com 
plete orders. 


5. DUPLICATING. Under certain 


circumstances, a duplicating master as 


INVOICE, 2-part backorder, 
over both parts 


saves 


one part of an order-invoice can be a 
good solution Hleeto 
graph, whiteprint or offset duplicating 


to hackorderine. 


processes are adaptable. The choice he 
tween them depends on the components 
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of the transaction. 

There are numerous variations ot 
duplicating ordering systems, but gen- 
erally they follow the plan of an original 
order being typed containing a duphi- 
cating master. Shipping papers are 
the immediate carbon copies which are 
sent to the shipping department for 
order filling. Upon notification of ship- 
ment, the master, which was tempo 
rarily filed, is used to run off invoice 
copies using a variable master strip 
for the quantity and extension columns. 
Variable masters are prepared upon 
notification of each shipment and_ the 
continues until the 
completely filled. 

Westinghouse Air Brake Co. (Fig. 
4) uses this method. A Speediset with 
a heeto master is used for the original 
order and a variable strip master is 
used for each partial shipment. Dupli 
cated copies provide the basis for bill- 
ing. 


process order Is 


.} TABULATING SYSTEMS. These 
are merely mechanizations of manual 
data Since the punched 
card allows complete unit control, many 
systems for billing have 
for large operations. 


processing. 


evolved 
Space does not 
permit anything but a passing mention 
of its possibilities. 


been 


All of the previous mentioned meth- 
ods are easily adaptable to tabulatine 
except Number 4. Both the pre-and 
post-billing methods are prevalent. Post 
billing is perhaps more economieal if 
the original order was tabulated and 
the same punehed ecards are used for 
billing. Virtually the same matehing, 
filing and processing of form parts are 
used in tabulating systems as those 
using the typewriter. 

Pre-punched eards can be used for 
customer information and produet de- 
scription to which only quantities must 
he added. Either new or pre-punched 
ecards must be eontrolled and tabulated 
for all baek ordered items. 


In several types of business, a unit 
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IMPORTANT — REMOVE PROTECTOR SHEETS BEFORE TYPING 


EQUIPMENT ORDER 


CONSIGN TO 


CHARGE TO 


REQUESTED SHIPPING DA 


| MOUTE via 


NO OF BOxES | WEIGHT 


re 


SHIPPING COPY 
WESTINGHOUSE AIR BRAKE COMPANY 


WILMERDING. PA 


GENERA 


CUSTOMER REQ NW NO 








Fig. 





4. A 3-part spirit hectograph invoice used for original order. 
(See strip master for backorders on opposite page.) 
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tub file of pre-punched tab eards is 
used to simplify inventory control and 
backordering. The file consists of a card 
for each item in stock punched for prod- 
uct code, unit quantity, price and 
amount. New cards are added for items 


added to the inventory. To process an 





IMPORTANT REMOVE 
PROTECTOR SHEET 
BEFORE TYPING 


¢ Oo *O 
Osta sHipreo 


SHIPMENT MO 


ROUTED Via 


CAR INITIALS ANO HO 


WO OF BORES TrOTAL weiGHr 


THIS SHIPMENT ONLY 


QUANTITY SHIPPED 


Variable strip 
master used with 
form on opposite 
page for back- 
orders. 


WAS 5236 NOTICE OF GHIPMENT 
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removed 
reducing 


order, the proper cards are 
from the file, automatically 
the inventory. The ecards are used for 
order-invoice tabulating. Cards in the 
tub file represent a miniature inventory 
of the reat one. Backorders are imme- 
diately known if no cards exist for an 
item and control is automatic. 

Ritmor Sportswear Co. (Fig. 5) re 
cently adopted a tabulating system to 
do this job. Two specially designed 
forms are used: a picking ticket and an 
invoice, both three-part continuous in- 
terleaved marginal punched forms. Cler 
ical bottlenecks no longer exist and 
over-and-under production is’ virtually 
eliminated. 


7. PUNCHED TAPE. Common lan 
guage punched tape opens new possi 
bilities for all phases of clerical epera 
tions, including billing and backorder 
ing. The use of a machine like the Flex 
owriter to prepare order-invoices pro- 
vides for automatic production of a 
punched tape as a by-product. Tf the 
order is short-shipped, the tape can be 
fed to the Flexowriter for automatic 
tvping of backorder invoice. The tape 
can be coded to stop at the quantity 
eolumns for insertion of new quantities. 
Later it ean be used for automatically 
punching tab cards on a_ tape-to-card 
puneh for inventory control and sales 
analysis. 

This method provides an excellent 
means of handling shipments which are 
made from distant warehouses. Using a 
post-billing system, the order is typed 
on a Flexowriter and the tape is used 
to type shipping instructions via wire 
to the distant warehouse. The tape 
produced at the receiving end is used 
to automatically wire the actual ship- 
ments back to the office with manual 
changes for items not completely 
shipped. A new tape, punched back at 
the office, can then produce tab ecards 
automatically for tabulating the invoices 
at high speed. Cards can further be 
used for inventory control and 
analysis. The tape is then used 


sales 


for 





TEMS TRADE Dig 


a v 








4 
' 


pore - A NET INVOICE, DISCQUNT HAS Al READY, BEENIDEDLX TED |} 
tA TOTAL PARCEL 
POST AND PAY THIS AMOUNT 
NSURANCE | 


Fig. 5. Forms used in a tabulating system. Above: 3-part continuous, interleaved, marginal 
punched invoice. Below: 3-part continuous, interleaved, marginal punched stock picking card. 
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automatically typing the backorder. 
These methods are by no means the only 
ones, but they have proven satisfactory 
for many concerns. 

Step two of the problem, insuring 
that backorders are processed imme- 
diately when stock is replenished, is the 
final important phase of any system. 
Following are two methods that may 
provide for this control: 

1. Current Perpetual Inventory Ree- 
ords. Insuring that backorders get 
shipped immediately when available can 
be accomplished by the use of current 
perpetual inventory control records at 
the point of order entry as previously 
outlined. Some type of hand = entry 
visible index system, which can be 
flagged, is the most practical for the 


majority of situations. Tabs should be 
placed on cards when backorders exist 
so that backorders are earmarked when 
stock is replenished. These records must 
be extremely accurate and lack of accu- 
racy is often the downfall of this sys 
tem. 


9») 


2. Shipping Department Control. 


Many times the best solution is to have 
the shipping department assume the re 
sponsibility for seeing that backorders 
are shipped. This ean be done by mark 


ing reeords on bins for backorders 
actually placing backorder copies on 
clip boards attached to bins, or some 
other flagging method. This is 
positive but often has the disadvantage 
of 2] \ ing too much paperwork to stoek 
handling personnel. 


more 





Michigan’s New State Office Building 


AMED after Michigan’s first State 

Governor, the 8-story Stevens T. 

Mason Building was completed last 
vear at an approximate cost of $5,300,- 
000. It is one of three government 
buildings in Lansing. The other two are 
the historic (1878) Capitol, and the 
more recent (1922) Build- 
ing which was severely damaged by fire 
and water in 1951 and only reoecupied 
in 1953. Other State buildings contem 
plated) for future near 
these three are a supreme court build 
ing, a 25-storv office structure and a 
building to house Michigan’s archives 
and historical material. 

The State of Michigan has had an un- 
usual opportunity to study and plan 
state offices. The disastrous fire of 1951, 
which necessitated vaeating the Lewis 
Cass office building for over two years, 
occurred when plans and specifications 
for the Stevens T. Mason Building were 
ready for bids. The Lewis Cass and 
Stevens T. Mason buildings each ae 
commodates about 1400 employees. The 
same principles of interior design and 


Lewis Cass 


construetion 


organization of space have been success 
fully applied throughout both buildings. 
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The Stevens T. Mason Building is of 
conservative contemporary appearance, 
designed by architects Smith, Hineh- 
man and Grylls of Detroit. Of the 253,- 
000 sq. ft. of gross area, 170,000 sq. ft. 
of floorspace is in actual office use. De- 
signed on a 17-ft. module, the only fixed 
interior walls are around stairwells, ele- 
vator shafts and lavatories. Five high 
speed elevators, which may be operated 
automatically, serve vertieal traffie. A 
cafeteria for employees, operated by a 
commercial coneession, is provided on 
the lowest floor level opening on =a 
sunken terrace garden, Office spaces for 
the various state agencies is divided by 
movable metal partitions which have 
been purposely kept at a minimum in 
accordance with the dictates of open 
planning and the economical, dual uti- 
lization of circulation space within the 
general office area. 

Executives oceupy commen- 
surate with their responsibility as estab- 
lished by the State Civil Service. A few 
top executive classifications have a full 
17-ft. bay. Most individual offices, how 
ever, occupy a half bay aleove 81% by 
12 ft,.with no partition separating it 


space 





Entrance lobby of 
the Stevens T. Mason 
Building. 


from the general office space. One or 
more conference rooms are provided for 
each agency. Usually the general office 
space is visually divided into activity 
areas by the judicious arrangement of 
furniture and files. With the exception 
of conference rooms and main public 
corridors, partitions rarely extend to 
the ceilings and in most cases the upper 
half is clear glass. 





Spaciousness is accentuated by light 


wall colors, unbroken white ceilings of 
perforated acoustic metal panels in 
which flush fluorescent light fixtures are 
set at regular intervals and the continu- 
ous flooring of asphalt tile of a soft 
color. No carpets are used any- 
Color accents are provided by 
red, vellow, blue, 


gray 
where. 
doors; rich hues of 
occasional plant boxes and, of course, 











Combination office 
and conference room 
in Michigan's new 
state office building. 
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View of a general office floor in the Stevens T. Mason Building in Lansing, Mich. 


the furniture and furnishings. Venetian 
blinds control daylight and there is a 
high-velocity system of air conditioning 
to maintain optimum working condi- 
tions at all times of the year. A grid 
system of telephone and electric power 


Employee cafeteria 

on the lowest floor 

level opens on a 

sunken terrace gar- 
den. 
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conduits under the floor permits flexi 
bility of present and future office lay 
outs. 

KMstablishment of a records center and 
stationery stores (in a separate low 
rental building) and central duplicating 


services, together with a minimum of 
private offices as explained above, have 
been responsible for extensive 
mies in space. Actually, in nearly every 
case the areas now used are less than 
these same offices previously occupied. 


CCOLLO- 


Rentals, comparable to that paid for 
local privately-owned — offices, will be 
used for operating and maintenance 
expenses and to retire the building 
dept, which latter is scheduled to be 
accomplished in 30 years. 





Machine System Simplifies 
Distiller’s Complicated Payroll 


M. M. JOHNSON 
Treasurer, Brown-Forman Distillers Corp., Louisville, Ky. 


AYROLL can be one of the meanest 
accounting jobs or one of the easiest. 
Employee training for such work 
ean be a mountainous problem or none 
at all. Reeords can be completely in- 
decipherable or so simple that anyone 
can see the whole picture at a glance. 
Not all of these things depend on vol- 
ume of work, wage bases, extensiveness 
of labor distribution or any such factors, 
but upon the payroll system itself. 
srown-Forman probably has one ot 
the most complex payrolls in the city of 
Louisville. We have separate payrolls 
for hourly employees, salesmen, plant 
straight time, and office. Payrolls must 


be prepared for our bottling plant, 
Brown-Forman distillery, Early Times 
distillery, Labrot & Graham distillery, 
and Blue Grass Cooperage Co. The 
breakdowns on distribution run 
into hundreds of accounts—over 1,000 
on the bottling operation alone. Some 
payrolls are weekly, seml- 
monthly. We have an incredible num- 
ber of deductions for our 
1,200 employees. 


labor 


some are 


average ot 


Yet all this is accomplished in an ex 


ceedingly 
manner on 


simple, smooth and _ efficient 
two National 142. payroll 
machines, two 31’s and one 145 machine 
(used for labor distribution). We ean 


Two NCR 142 ma- 
chines in background 
have automatic card 
boxes at top center 
of machines to feed 
employee's primary 
card as payroll is 
written. Automatic 
tax computers are at 
top left. Class 31 
machines in fore- 
ground are used for 
primary labor analy- 
sis and posting labor 
distribution cards. 
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PAYROLL JOURNAL AND CHECK REGISTER 
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Payroll 
written 


journal and check register, employee's statement, check and earnings record are 
simultaneously in original print. All variable deductions are automatically figured by 


the automatic tax computer on the payroll machine. 


tell at a moment’s notice how much any 
employee has earned, how much has been 
withheld from him for income taxes, 
how much he has paid in F. L. ©., what 
his city tax is for the year to date, ete. 
I am convineed our present system 
would work with equal efficiency if we 


had ten or a hundred times as many 
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people on the payroll, though more equip 
ment and personnel would be required. 

The year 1944 was the last calendar 
vear in which we used our old system. 
Following are payroll costs for that year 
as compared with 1953. Adjustments 
for the effects of inflation were made 
only in the case of salaries: 
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Previous system—14,500 checks a year. 
Equipment rental .. 9 3,993 
Payroll Department salaries 9,600 
Supplies (punch cards, etc.) .... 350 


Total cost be ico 


In 1944 we had 575 people on the pay- 
roll: 400 were paid every two weeks (26 
checks each per year) and the remain- 
ing 175 were on a semi-monthly basis 
(24 checks per year). Total paychecks 
issued during the year were approxi- 
mately 14,500. 

Present system—46,000 checks a year: 
Depreciation of equipment .. $ 5,470 
Maintenance ... 730 
Payroll Department salaries ... 14,400 
Supplies 


$20,800 


Total cost 


There were 1,100 people on the pay- 
roll in 1953, of which about 700 received 
weekly paychecks. The remaining em- 
ployees were paid twice a month, mak- 
ing a total of approximately 46,000 pay- 
checks for the year. 

The old method cost us about 92¢ for 
each paycheck issued. The new system 
costs approximately 45¢ for each check. 
This does not take into consideration 
inereased rental costs or increased costs 
for supplies. Even so, costs per check 
were cut in half, and it appears reason- 
able to assume that if we were oper- 
ating our present payroll under the old 
methods, costs would be twice as much 
as now. 

Though there is no lack of complexity 
in our payroll requirements, the pro- 
cedures used are very simple. On hourly 
payroll, a week’s clock cards for each 
employee are analyzed according to 
labor distribution and at the same time 
proved on the Class 31 machines. Charts 
are used for multiplication of hours by 
amount. The machine prints a summary 
card for each employee, showing regular 
and overtime hours and amount by labor 
classification, and then automatically 
prints total regular hours and amount, 
total overtime hours and amount, total 
of all hours and gross pay at the bottom 
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of the summary eard. At the same time, 
hours and gross pay for all employees 
(on this particular payroll) accumulate 
within the machine. These overall totals 
are used to prove the payroll when it is 
written on the 142 machines. 

The summary cards are used first as a 
basis for writing the payroll and then to 
obtain labor distribution. When payroll! 
is to be written, summary ecards in cor- 
rect employee order are placed in a feed 
box at the top of the 142 payroll ma- 
chine. Operator picks up old to-date 
balances from the earnings record and 
copies regular and overtime hours and 
amounts from employee summary card. 
She also indexes the number of his de- 
pendents (shown on earnings record) 
at the left side of the keyboard. Machine 
then prints gross pay whichis the same 
as that shown on the bottom of the sum- 
mary card. At the same time, the auto- 
matie tax computer at top of machine 
lights up and shows F. I. C., withhold- 
ing tax, city tax and retirement so the 
operator simply copies these figures. 
(if employee’s wages have exceeded 
$3600, F. 1. C. key on the machine auto- 
matically locks). She also copies any 
fixed deductions, as shown on the bot 
tom of the earnings reeord. Machine 
then prints city tax to date, withholding 
tax to date, F. I. C. to date, earnings to 
date, and net pay. The feed box brings 
the summary card for the next employee 
into view. (Kentucky has a state with- 
holding since July 1 and this also is 
handled by the automatic tax computer). 

The operator has little more than a 
copying job to do. All of the rest of the 
work is done automatically by the ma- 
chine. She simply sets up the amount 
and touches the correct button. As an 
illustration of this, when the operator 
enters regular hours and pay on the 
keyboard, she touches the regular pay 
key. This instantly causes the machine 
to perform the following simultaneous 
functions: 

1. Regular hours print on payroll 
journal. 
(Continued on page 233) 





Hand Signing 
Checks Wastes 
Executive Time 


LYNE S. METCALFE 


HE job of making out checks, with 
the assembly of required supporting 
papers, data and the addition ot 
proper signature or signatures, can be 
a big factor of expense. It costs money 
to prepare and support bank checks 
and, what is more, it costs a lot more 
to get them signed especially if an 
office adheres to the old-fashioned habit 
of signing by hand when the hand is 
on the arm of a highly paid executive. 
Great quantities of checks are being 
signed every day in offices by officials 
who are thus doing a job which could 
as easily be done by a schoolgirl. 
While more and more firms are turn 
ing to mechanical methods to aid per 
sonnel produce more work with less 
effort, the boss in this respect has been 
overlooked. All around him = are signs 
and symbols of direct and indirect labor 
saving aids to make work output bigger, 
reduce monotonous motions, raise the 
quality of work and lower its cost. One 
of the most time-consuming laborious 
and costly job is that of checksigning. 
Yet it is a job that still falls on the 
shoulders of high-priced men and women 
in offices often otherwise modern in 
their methods. Top officials and execu- 
tives are paid their salaries for assum- 
ing responsibilities in matters far more 
vital to administration and making a 
profit. So why is it that the archaic 
practice still persists? Said one auditor: 
“I'd say that the surprisingly common 
practice of requiring top executives to 
sign all checks is largely the result of 
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A Cummins Series 250 Checksigner. 
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“The phone that never rings”... 


It’s a remarkable new kind of phone — machine. Dictation by TELECORD can 


the Dictaphone TELECORD phone. _ be as simple and convenient as ringing 
It doesn’t ring because it’s a dictat- up a friend on the telephone. 
ing instrument! It connects to a net- Now everybody in an organization 
work system leading to a TIME- can have the benefits of electronic 
MASTER, the world’s finest dictating dictation for just a few cents a day. 
* And any number of dictators can 
he added to a TELECORD network 
without basically altering the installa- 
tion, owing to its economical *build- 
ing block” simplicity. 
May we send you details showing 
how you may cut dictation costs in 
half with TELECORD installations? 


l 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
| 
J 


Dictaphone Corporation, Dept. 1-94 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me free descriptive literature on 
PELECORD 


NAME 


STREET 


DICTAPHONE” CORPORATION CITY. 


DICTATION HEADQUARTERS, U.S.A. 


2 


v > 
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This Todd Protectograph automatic check- 
signer can sign 5,200 checks an hour. 


certain hoary traditions. In the days 
before automatic checksigning was even 
thought of, and checks came through in 
smaller quantities for signature, the 
element of personal responsibility was 
exemplified in actual physical signing 
of each check itself. Unless the very 
hand and arm of the signer pushed the 
pen, the entire action took on an aura 
of doubt and seeming illegality. It was 
reasoned that, after all, the act of sign- 
ing a bank check is the act of allocating 
and spending the funds of the company. 
Few then could see the possibility of 
getting an acceptable legal signature 
on checks by an automatic system though 
most surety companies are today on 
record as preferring automatic check 
signing as against hand signatures. 
This has had much to do with the 
growing practice of turning the whole 
job of checksigning over to an office 
girl of average intelligence. 

A careful consideration of the job of 
checksigning makes it possible to “peel 
away” many surrounding traditions as 
not valid today. It is true that the 
treasurer, controller or any other signer 
whose signature is acceptable to the 
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bank, receives what is paid to him in 
personal salary as an executive among 
whose responsibilities are decisions re- 
garding checks as to what should be 
paid, what should not be paid and how 
much should be paid. But if we are to 
line up this job with methods for easing 
and speeding similar operational activi- 
ties today, this is as far as the executive 
should become involved in the job. In 
progressive organizations, checksigning 
has become a purely automatic and 
routine chore like sealing and stamping 
mail, 

And, it all can be done automatically 
with no loss of control. The responsi- 
bility for the “what should, what 
should not and when” remains where 
it belongs in the hands of the signing 
authority. As batches of checks usually 
reach the signer when he is busiest and 
always when they are needed in a hurry, 
the job may take on the nature of a 
nuisance to the signer himself. To be 
compelled to defer or neglect more 
pressing duties for the job of writing 
your name dozens of times is more than 


a nuisance—it’s apt to become a burden. 

Handling a large volume of checks is 

a primary factor in many operations. 
(Continued on page 140) 


A Safeguard desk model checksigner. 
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the NEW BURROUGHS TEN KEY 


% 


to 44 million prospects * 


in 34 leading magazines 


How can you miss? You've got the newest 
ten-key adding machine in the world—the all-new, 
all-electric Burroughs! And, to back up 

your own selling efforts, Burroughs has 
launched an advertising campaign that will 
reach 141% million prospects! 

In 34 leading magazines—26 in the U. S. and 
8 in Canada—the young lady at the right will 
show the new Burroughs TEN KEY to a 
nationwide audience—including thousands 

of TEN KEY prospects in your sales area. 
You'll see her in LIFE, POST, TIME, 

U.S. NEWS, BUSINESS WEEK and many other 
widely read publications. 

Here’s your opportunity for added 

sales and bigger profits. Get your 

share of the expanding market for 

Burroughs products and 

Burroughs service—a market 

that’s being pre-sold by a 

continuing program of 

national advertising. 

Burroughs Corporation, 

Detroit 32, Michigan. 


SEE IT AT THE 
N.S.0.E.A. 


CONVENTION 
BOOTH C-13 





WHEREVER THERE’S BUSINESS 


rues Burroughs 





3ist Annual LOMA Conference 
In Washington, September 27-29 


HE usual heavy program of speak- 

ers and seminar discussions will fea- 

ture the 3lst annual conference of 
Life Office Management Assn. at the 
Shoreham Hotel, Washington, D.C., 
September 27-29. During the contfer- 
ence, 25 manufacturers of office equip- 
ment will exhibit their products. This 
will be the most extensive display ever 
shown by LOMA. A special demonstra- 
tion of equipment applicable to life in- 
surance office operations will be held 
Tuesday evening, September 25, from 7 
to 9 p.m. 

As will be noted from the program, 
Tuesday afternoon and all day Wednes- 
day will be devoted to a series of con- 
current round table discussions. Mem- 
bers are requested to come prepared to 
contribute to these informal meetings. 
Group luncheons will be held on Mon- 
day and Tuesday to afford members the 
opportunity to make new acquaintances 
and continue, informally, the discussion 
of conference subjects. While in Wash- 
ington, registrants will be able to visit 
the recently completed addition to the 
Acacia Mutual Life Insurance Co. They 
are also invited to visit the home offices 
of other local member companies: 
Equitable Life Insurance Co., Peoples 
Life Insurance Co. and Southland Life 
Insurance Co. (Continental Division). 

Despite the full technical program, 
entertainment will not be overlooked. 
Members arriving Sunday may enjoy 
the Shoreham’s famous Sunday Night 
Special Buffet served in the Palladian 
Room. Monday evening the annual ban- 
quet will be held in the Terrace Room 
and there will be musie and daneing. 
The banquet will be preceded by a re 
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ception in the west ballroom from 6:30 
to 7:30 p.m. An interesting program 
has been arranged for the wives of mem- 
bers. It will include a hour on 
Monday and Tuesday, a luncheon, and 
a visit to the headquarters of the Fed- 
eral Bureau of Investigation, as well as 


cotfee 





Addressograph-Multigraph Corp. 
American Automatic Typewriter Co. 
Anken Film Co. 


Arnot-Jamestwon Div., 
Aetna Steel Products Corp. 


Art Metal Construction Co. 
Copease Corp. 

Dictaphone Corp. 

Domore Chair Co. 

Eastman Kodak Co. 

General Fireproofing Co. 

Gray Manufacturing Co. 

Haloid Co. 

Harris-Seybold Co. 

International Autopen Co. 
International Business Machines Corp. 
Monroe Calculating Machine Co. 
Olivetti Corp. of America 

Peirce Wire Recorder Corp 
Photostat Corp. 

Port Huron Sulphite & Paper Co. 
Recordak Corp. 

Remington Rand, Inc. 

Rol-Dex Div., Watson Manufacturing Co. 
Standard Register Co. 

Wheeldex & Simpla Products, Inc. 
Yawman & Erbe Mfg. Co. 
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EXCLUSIVE “HINGE-TOP” BOX WITH FAMOUS 
EAGLE-A BOXED TYPEWRITER PAPERS 


Eacve-A’s handy “Hinge-Top” Box keeps “Hinge-Top” Box with these Eagle-A Papers: 
these superior typewriter papers fresh and 100% RAG EXTRA No.1 25% RAG CONTENT 
clean... lets you conveniently slide out Coupon Bond Trojan Bond — 
the sheets you need. The “Hinge-Top” 100% RAG Hy a 
Box is another big extra feature with Coupon Onion Skin iis anastasia 
Eagle-A Boxed Typewriter Papers...the Agawam Bond yt rota ae 
world’s finest office papers. They’re avail- Agawam Onion Skin ee ee 

: : : : Quality Onion Skin 
able in letter size or legal sizes, plain and 75% RAG CONTENT Quality Manifold 
ruled — for all your office needs. Always Contract Bond TYPE-ERASE PAPERS 
ask your stationer for Eagle-A Boxed 50% RAG CONTENT Type-Erase Bond 
Typewriter Papers! Acceptance Bond Type-Erase Onion Skin 


Free! Test Kit of new Coupon Onion Skin FAGLE.4 PAPERS ARE 
* and Miniature Sample Booklet of AVAILABLE IN 
Eagle-A Boxed Typewriter Papers. Flar PRESS size An 
Write on your letterhead to Dept. O, 5, TO0.. é 
AMERICAN WRITING PAPER CORP, 
HOLYOKE, MASSACHUSETTS 


ASK 
Your STATIONER Or PRINTER 





exclusive figuring ‘automation makes MONROE 
the world's finest fully automatic calculator! 


The Monro-Matic is the fully automatic calculator in which the machine receives the problem and never 


so responsive that anybody simply sets the problem stops or needs attention in giving its instantaneous 


Then it answers swiftly and automatically, without answer! Monroe Calculating Machine Company, 
chance of error. That's Monroe figuring automation Inc., Orange, N. J. Sales and service everywhere. 


OPERATORS WHO KNOW... PREFER M O N ROE CALCULATING, ADDING, ACCOUNTING MACHINES 

















sightseeing trips. Information can be had from Frank L. 
LOMA members will receive an ad- Rowland, managing director, 110 East 
vance copy of the complete program. 42nd St., New York 17. 





MONDAY, SEPTEMBER 27 


:30 . WELCOME: Lioyp K. Crippen, Vice President and Actuary, Acacia 
Mutual Life Insurance Co. 

745 . TODAY’S CHALLENGE TO MANAGEMENT: Noex S. Baker, Vice 
President, John Hancock Mutual Life Insurance Co. and LOMA 
President. 

:15 am. MAKING MAXIMUM USE OF LOMA FACILITIES: Morris G. 
Futuer, President, State Farm Life Insurance Co. 

2:00 pm. MANAGEMENT PLANNING THROUGH OPERATIONS _ RE- 
SEARCH: Martin Goranp, Associate Director, Midwest Research 
Institute. 

p.m. Business meeting, presentation of LOMA Institute Fellowship 
Diplomas. 

p.m. Reception. 

p.m. Banquet, dancing. 


TUESDAY, SEPTEMBER 28 
. COST CONTROLS AS A TOOL FOR MANAGEMENT: J. McCain 
Hucues, Vice President and Controller, Mutual Life Insurance Co. 
of New York. 
. Hon. T. Coteman Anporews, U.S. Commissioner of Internal Revenue. 
. SOME LIFE INSURANCE APPLICATIONS OF ELECTRONIC CAL- 
CULATING CARD PUNCH MACHINES: J. F. Emms and L. Mow- 
BRAY CLARK, Sun Life Assurance Co. of Canada. 
. Concurrent Panel Discussions on INDUSTRIAL OFFICE METHODS 
AND PROCEDURES. A NEW LOOK AT SOME AREAS OF PER- 
SONNEL ADMINISTRATION, PROBLEMS PERTAINING TO LIFE 
OFFICE COST CONTROLS. 
p.m. RESPONSIBILITY OF PERSONNEL ADMINISTRATION FOR 
COMMUNITY AND PUBLIC RELATIONS: Srertine T. Tooker, 2nd 
Vice President, Travelers Insurance Co. 
p.m. PROBLEMS IN CLERICAL AND SUPERVISORY PERFORMANCE 
RATING: Apram T. Coruier, Vice President, John Hancock Mutual 
Life Insurance Co. 
p.m, LIFE OFFICE SALARY ADMINISTRATION: Georce Witcus, Per- 
sonnel Manager, Mutual Life Insurance Co. of New York. 
p.m. SOME VIEWS ON JOB ENLARGEMENT: Epwarp A. Rosie, Per- 
sonnel Director, Equitable Life Assurance Society. 
p.m. USE OF ABSENTEEISM AND TURNOVER STATISTICS: E_mer 
W. Eart, Jr., Assistant Secretary, Life Office Management Assn. 
:30 pan. TRENDS IN PERSONNEL ADMINISTRATION: Loutse M. Newman, 
Personnel Director, Northwestern Mutual Life Insurance Co. 
5:30 p.m. Reception, 1954 LOMA Institute Fellows. 
:00 p.m. Demonstration of office machines and equipment. 


WEDNESDAY, SEPTEMBER 29 


All Day LOMA’s seven regional planning committees will conduct 39 45-minute 
round table discussions on a wide range of subjects pertaining to life 
insurance office operations. 
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Office 
Work 


FRANK L. ROWLAND 


Managing Director, Lite Office Management 
Assn., New York 


OST of us learned in elementary 
economics that any action or 
function that contributes to pro- 

duction is production. The paperwork 
involved in producing a product for the 
market is just as essential as engineer- 
ing design, machine maintenance or the 
act of converting and assembling ma- 
terial. It is unfair and unsound to 
isolate any single factor entering into 
production and label it as burden or 
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overhead. The accountants have, no 
doubt inadvertently, contributed to this 
misconception of office work when they 
labeled it “burden” or “overhead” for 
the purposes of cost classification. 

We should make it clearly understood 
that the office manager does not create 
clerical work. The demand for the pro- 
duct of the office comes from manage- 
ment and the volume depends upon 
many factors: accounting require- 
ments, sales and distribution policy, 
controls required, payroll requirements 
and the like. The office production man- 
ager can be held responsible only for 
meeting these requirements at the low- 
est possible cost. 

The increase in the number of clerical 
workers in relation to so-called produc- 
tion or factory workers is a natural 
and necessary accompaniment to our 
system of mass production and distri- 
bution. One has no more right to at- 
tribute waste per se to the paperwork 
phase of production than to research, 
engineering or sales; all of which have 
increased in recent years. Statistics 
with respect to our white collar or 
clerical population are entirely mislead- 
ing when related to material production. 
A large percentage of the clerical work- 

er group is engaged in service activities 

quite unrelated to commodities. Man 
does not live by material things alone. 
He demands the services of the white 
collar institutions: insurance of all 
types, financial institutions, government 
agencies, schools, professional people 
and dozens of others. The more pros- 
perous our economy, the greater the de- 
mand for these services. 

Since the office production manager 
is responsible for meeting the require- 
ments of the office at the lowest possible 
cost consistent with quality standards, 
and since he does not create these re- 
quirements because they are dictated by 
the policies and programs conceived by 
management, the question is: Is the 
office manager doing a good job and 
has he made progress in keeping - 
with the accomplishments in other area 
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How many 
of your 
profit dollars 
go here? 





The dollars you save on office procedure are true profit. 
There are no deductions for travel, entertainment or delivery 
costs. If you save a thousand dollars, you have made a thou- 
sand dollars. 


But you lose these profit dollars when second-rate, undepend- 
able office supplies fill your wastebasket with illegible 
copies, smudged letters, work that has to be re-typed and 
ribbons and carbons that failed to stand up after short use. 


Webster products help prevent this waste...help you save 
money on office typing. This quality line of carbon papers, 
typewriter ribbons and spirit duplicating supplies is manu- 
factured to exacting formulas that give you longer, better 
service. Every Webster product is inspected many times dur- 
ing the making. 


Webster Quality Products make for office efficiency which 
means a substantial saving in expenses. Try the Webster line 
for a few weeks. Your empty wastebasket --— and your cost 
records -—— will illustrate the difference. 


F.S. WEBSTER COMPANY 


8 Amherst Street 
Cambridge 42, Massachusetts 
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of production? 

My answer is, yes, and I feel the 
public should become aware of it. I 
think the public should be also made 
aware of the fact that the management 
of office activities is infinitely more 
difficult and exacting than factory man- 
agement where, in the main, the ma- 
chine sets the pace. We deal with men- 
tal-mechanical activities calling for a 
wide variety of skills which have to 
be taught immature workers. Our work 
demands a high type of supervision in- 
volving technical understanding of the 
job and the capacity to train and mo- 
tivate groups. Our activities are con- 
stantly undergoing change as oppor- 
tunities for improvement are detected 
and new demands are made by the man- 
agement. 

The public has not made an equitable 
appraisal of our accomplishment prob- 
ably because of the inherent difficulties 
in evaluating office production. Engi- 
neers with proven standards can _ pre- 
determine the mechanical cost of a 
part or an assembly. If the actual cost 
is less, eredit is readily 
Sales managers can set quotas and 
when they are exceeded, there is much 
jubilation. The office manager can do 
a splendid job, but his activity is viewed 
as “burden” or “overhead”. When it 
becomes necessary to reduce overall 
costs, attention is always first directed 
to the office. 

The measurable results accomplished 
in the life insurance offices pertain 
to all offices, I feel sure. Our problems 


MILLIONS OF DOLLARS OF 
BUSINESS IN FORCE 
1940 1952 


forthcoming. . 


PERCENT. OF 
INCREASE 


in the main are the same as yours 
and I feel we all have the same ap- 
proach to them. There is this one dif- 
ference, however. We have a reason- 
ably acceptable unit available to meas- 
ure our accomplishment. It is the 
amount of business in foree (our work- 
load) being serviced by an emplovee. 
In 1945. for the life insurance business 
as a whole, each home office worker 
serviced, on an average, $1,887,800 of 
business. By 1953 this was increased to 
$2,645,000, an increase of 71.4% since 
the close of World War II. To handle 
our 1953 workload based on the 1945 
standard of performance, would have 
required an additional 84,323 em- 
ployees. At an average salary of $3,000 
per year this would have resulted in an 
additional salary cost of $252,969,000 
per year—and every year thereafter. 

As a further illustration of our ae- 
complishment, let me cite the twelve 
year record of a few companies selected 
at random (see table below). 

These results were not attained 
through any revolutionary changes in 
methods or machine installations. They 
reflect’ consistent study and attention 
to every single phase of our office oper- 
ations with top management support 
and encouragement all along the line. 
We not only expect to hold our gains 
but to continue to improve our record. 


[I cannot overemphasize the import- 


anee of the office manager making 
known to his top management just what 
he is accomplishing in operating im- 


(Continued on page 219) 


SIZE OF STAFF 
1940 1952 


PERCENT OF 
INCREASE 





246 813 
1,042 2,444 
366 753 
493 1,044 
1,574 3,385 
3,911 6,887 
598 1,540 
403 1,137 


230% 
135%, 
106% 
112% 
115% 
76%, 
157%, 
182%, 


198 369 
565 643 
293 303 
338 352 
634 850 
1,108 1,270 
349 679 


265 505 90%, 


An example of the greatly increased production by workers in life insurance offices. 
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CHallenge 


Ay 
TRADE-MARK (@®) 
THE CHALLENGE MACHINERY COMPANY 


Office, Factories, Show Room 
GRAND HAVEN, MICHIGAN 


Challenge Owns The Printing Equipment 
Manufacturing Rights of Morgans & 
Wilcox Manufacturing Co. 


DEALERS IN ALL PRINCIPAL CITIES 
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Introducing the 193 Semi-Hydraulic 
Power Paper Cutter... newest and 
«smallest power-operated cutter 
in the famous Challenge line! Ideal 

for the office or small plant. Just 

1934 inches wide... yet with all the 
POWER and PERFORMANCE of 


many larger, more expensive models! 


Hydraulically controlled knife cuts 
clean and deep. Won't repeat 
accidently. Works smoothly in 
harmony with easy-running hand 
clamp to save time and money. Special 
features include Challenge’s safe and 
sure two-hand starting device . .. 
“duplex” measuring tape ... “positive” 
back gage .. . and a handsome baked- 
on “wrinkle” finish which adds to the 


smart appearance of the cutter. 


Ruggedly built . . . moderately priced— 
you'll find Challenge’s 193 Semi- 
Hydraulic Power Paper Cutter right 
for you. Send for complete details 
now. 
765-G 





CHALLENGE® STYLE 193F 
SEMI-HYDRAULIC 
POWER PAPER CUTTER 


Combines economy of compactness and 


efficiency of power in one model! 











This new-type copying machine 
stops your biggest office waste 


Whatever copying is done in your business — letters, invoices, 
orders, newspaper or magazine clippings, charts ...in fact, anything 
written, drawn, typed, or printed —the THERMO-FAx Copying 
Machine can do it 10 times faster than your fastest typist, without 


error and at a fraction of the cost! 


The THERMO-F4x Copying Machine — made by the inventors 
of “Scotch” Brand Celiophane Tape — copies originals up to 82 x 
14 inches in size, whether on transparent, opaque, or two-sided 
paper. Copies are made without messy chemicals, special masters, 


or noxious fumes — it’s a one-step 
process, completely dry from start 
to finish. So simple and easy, any- 
one in your office can turn out 
quality copies without lengthy in- 
structions. 

We'll be glad to send complete 
information without obligation. Just 
write: Duplicating Products Div., 
Minnesota Mining and Mfg. Co., 
Dept. O-94, St. Paul 6, Minnesota. 


The term “‘Thermo-Fax”’ is a registered trademark 
of Minnesota Mining and Mfg. Co., St. Paul 6, 
Minn. General Export: 122 E. 42nd ate 
St., New York 17, N. Y. In Canada: JK. 
London, Ontario, Canada. 3 i: 
‘cae 
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Revolving _ illuminat- 
ed globe shows Na- 
tional Cash Register 
Co. branch offices 
in their new admin- 
istration building at 
Dayton. 


AINS in office efficiency have been 
achieved by National Cash Register 
Co. through remodeling their ad- 
ministration building at the company’s 
main factory in Dayton, Ohio. From 
lobby to roof, the 270,000-sq.-ft. build- 
ing has been given a brighter appear- 


Receptionist's desk in the lobby was built by 
company's own craftsmen. 
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ance. Besides increasing the attractive 
ness of offices to benefit employee 
morale, the remodeling has resulted in 
better office procedures and improved 
work flow. 

The extensiveness of the four-year re- 
modeling job is typified in the impres 
sive new lobby of the building. A metal 
and glass revolving door and two match 
ing side entrances have replaced heavy 
wooden which formerly reduced 
natural lighting in the lobby. Size of the 
lobby has been increased by elimination 
of partitions. An acoustical ceiling and 
black vinyl-plastie flooring have been 
installed, as well as spot lighting. Walls 
have been finished with oil paint in a 
blue-green. The roominess of the lobby 
was further accented by installation of 
an antique smoked mirror across the en- 
tire wall at one end. 

Lobby furnishings, many of them 
made by the company, enhance the at 
tractiveness of the decor and increase 
visitor comfort. Outside phones, writing 
desks and magazines are available to 
visitors. Focal point is.a huge plastic 
world globe, believed to be the largest 
of its kind ever built. 


doors 


The revolving 
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globe is Lighted from within by fluor- 
escent tubes and jewel-like dots mark 
the hundreds of NCR branch offices 
throughout the world where the firm’s 
cash registers, accounting machines, and 
adding machines are sold. 


Liaison between the company’s pur- 
chasing department and representatives 


Smoked mirror at 
one end of the lobby 
accents length of 
room and adds a 
distinctive touch to 
lobby's decor. 


of other firms has been improved by 
creation of a salesmen’s waiting room at 
one end of the lobby where salesmen can 
do paperwork, use the phone or just re- 
lax while waiting to see buyers. One of 
the greatest efficiency gains brought 
about by the remodeling is reported by 
the purchasing department. Better con- 


Renovation brought better facilities to NCR's office service section. Typing, duplicating and 
mailing services were improved by consolidation and expansion. 
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View of a floor in the 
building before renovation (see below). 


Movable steel parti- 
tions replaced the 
wooden ones. Lower 
ceilings with re- 
cessed lighting fix- 
tures also were in- 
stalled. 


NCR administration 
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trol has been achieved by consolidation 
of all purchasing facilities in one area! 
Each buyer now has a metal desk and 
table arrangement specifically designed 
for his own needs, and glazed-rail parti- 
tions provide privacy. 

The first-floor layout has speeded em- 
ployment procedure also. By moving its 
educational-training department next to 
the employment department, the ¢om- 
pany has greatly simplified testing pro- 
cedure and has eliminated the need for 
guiding prospective employees to vari- 
ous parts of the building. This eonsoli- 
dation has brought about a more norma] 
work flow. 

A U. S. Post Office substation which 
is maintained at NCR also has benefitted 
from the remodeling. The station was re- 
arranged to give it more operating area, 
and was provided with new equipment 
and furniture. 

Fundamental in the renovation proj- 
ect was the extensive use of movable 3” 
flush-type metal partitions, about 9,000 
lineal feet altogether. C. C. Prentice, 
plant engineer, estimates that the cost 
of future department shifts using these 
walls will be only about a third as much 





as with old-style immovable walls. 
Except for the first floor, ceiling 
height throughout the 47-year-old build- 
ing has been standardized at 9’ 2”. 
Metal pan-type acoustic ceiling with re- 
cessed fluorescent lighting is used on all 
floors. A sizable decrease in noise level 
has resulted, an improvement especially 
noted in areas where there is much iyp- 
ing and other office-machine use. 
Expansion of various departments’ 


floorspace was made possible by moving 
the large engineering and modelmaking 


departments into a nearby building 
which formerly had been used for mak- 
ing paper rolls. The paper operation 
was transferred to a new plant at 


Each buyer now has private facilities suited 
to his specific needs. 


Salesmen's waiting 
room in NCR's ad- 
ministration building 
is adjacent to the 
purchasing depart- 
ment. While waiting 
to see buyers, sales- 
men can use the 
phone, catch up on 
their paperwork or 
just relax. 


Washintton Court House, Ohio. Thus it 
was possible to consolidate all overseas 
operations handled from Dayton into a 
single floor of the administration build- 
ing with substantial increase in et- 
ficiency and resultant savings in ¢osts. 

Before the remodeling, the 12,000- 
volume employees’ library was badly 
taxed for operating space. Through a 
relocation from the first floor to the sec- 
ond, the library has been able to in- 
crease its facilities and still retain sut- 
ficient room for a future 20% increase 
in stack area. 

Throughout the building, all cast-iron 
radiation was removed and replaced by 
finned radiators with metal covers. This 
change alone increased available floor 
space 1,200 sq.-ft. per floor. Pastel 
green walls, finished with a rubber-base 
paint, and black baseboards are now 
standard throughout the building. Rub- 
ber tile is used for hall flooring and 
linoleum for general office areas. 

Most of the remodeling work, which 
was started in 1950, has been handled 
by company maintenance employees, ex- 
cept for the walls and ceilings which 
were done on a contract basis. The ex- 
terior of the building, which harmonizes 
in appearance with the other 27 build- 
ings at NCR’s Dayton factory, was not 
altered except for the front entrance 
doors. 
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New | 


ALUMINUM | 
CHAIRS 


ADD TO YOUR PROFITS with this full line of 
CRESTLINE Aluminum Office Chairs . . . beautifully designed 
and finished in a wide variety of leathers, plastics and 


cloths . . . seating designed for the modern office. 


SEND, TODAY for your copy of the four- 
color CRESTLINE Chair Catalogue. 


SECURITY STEEL EQUIPMENT CORPORATION 
Avenel, New Jersey 


Please send me a copy of the four-color CRESTLINE 
Chair Catalogue without obligation. 
Name 


Firm 
Address 


City 
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NSOEA’S 50th Anniversary 
Convention and Exhibit 


HE National Stationery & Office 

Equipment Assn. will be fifty years 

old in October and its Washington 
staff under Paul E. Burbank, general 
is preparing for the greatest 
convention in the association’s long life- 
time. The 50th Anniversary Convention 
and Exhibit will take place at the Con- 
rad Hilton Hotel, Chicago, Sept. 18-22. 

On Saturday the 18th, NSOEA will 
open the greatest exhibit of stationery 
and office equipment products ever held. 
Many dealer-members bring their em- 
ployees to see the exhibit on this day 
and the show will be open from 1 
to 9 p.m. There will be a party in the 


manager, 1S 


noon 


Walter H. Miller Will A. Foster 
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grand ballroom from 9:15 to midnight 
without charge to all who register for 
the exhibit only as well as registrants 
to the full convention. On Sunday, a 
non - denominational service of worship 
will be held at 10:45 a.m. under the di- 
rection of Fred Smith, vice president, 
Gruen Watch Co. Exhibits will be open 
Sunday from 1 to 9 p.m. and there will 
be a Get Acquainted Tea for the ladies 
at 3 p.m. 

General sessions begin Monday morn- 
Recognizing the importance of ot- 
fice furniture, Maria Bergson will tell 
how she had sold office modernization 
to large and small companies. Will A. 


ing. 


Maria Bergson Douglas R. Stringfellow 


September, 1954 


THe OFFice 








SATURDAY, SEPTEMBER 18 


EXHIBITS open from noon to 9 p.m. in the Exhibit Hall, Exhibit Annex, Exhibit 
Lobby, and on the 3rd, 5th and 6th floors. 
PARTY and floorshow in the Grand Ballroom from 9:15 p.m. to midnight. 


SUNDAY, SEPTEMBER 19 


NON-DENOMINATIONAL WORSHIP SERVICE: Frep Smiru, Vice President, 
____ Gruen Watch Co, at 10:45 a.m, in the Grand Ballroom. 
EXHIBITS open from 1 to 9 p.m. 


MONDAY, SEPTEMBER 20 


REPORT OF NSOEA’S PRESIDENT: Warrer H. Mitier, Otto Ulbrich Co., 
Buffalo, N.Y. 

OFFICE MODERNIZATION: Maria Bercson, Maria Bergson Associates, Neu 
York. 

OPPORTUNITY IS KNOCKING FOR ALERT SALES EXECUTIVES: Wiis A. 
Foster, Vice President, Borden Cheese Co., New York. 

WHY IT AM AN AMERICAN: Dr. R. C. S. Youne, University of Georgia, Atlanta. 

EXHIBITS open 2 to 9 p.m. 


TUESDAY, SEPTEMBER 21 


HOW TO MAKE MONEY IN YOUR BUSINESS: YOUR BANKER—Hersert 
A. Leecert, Vice President, Valley National Bank, Tucson, Ariz. YOUR 
TAX AUTHORITY—Speaker to be announced. YOUR ACCOUNTANT 
—James B. Kospak, J. K. Lasser & Co., New York. 

THE REBIRTH OF AMERICANISM: Hon. Dovucias R. Srrincrettow, Repre- 
sentative, Ist District, Utah. 

EXHIBITS open 5 to 9 p.m. 

50th ANNIVERSARY MUSICALE in the Grand Ballroom at 9:15 p.m. 


WEDNESDAY, SEPTEMBER 22 
PUT YOURSELF IN THE CUSTOMER’S CHAIR: Wooprow Spear, Industrial 
Office Supply Co., Newark, N. J. 
FOUND—A KEY TO SUCCESS: DeLoss Wacker. 
ELECTION of officers. 
EXHIBITS open noon to 6 p.m. 
ANNUAL BANQUET AND DANCE at 7:30 p.m. 











Foster, vice president, Borden Cheese 


and entertainment in the evening. In 


Co., will follow with a stimulating talk 
on the opportunities awaiting alert sales 
executives. Paul Burbank believes that 
Tuesday will be the outstanding day in 
the history of all NSOEA conventions, 
with a new procedure for business ses- 
sions, an impressive luncheon speaker 
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the morning, there will be a work shop 
for dealers, manufacturers and travelers 
dedicated to the theme, “How to Make 


More Money in Your Business.” After 
hearing from Congressman Douglas 
Stringfellow at luncheon, a second work 
shop will develop the subject of  self- 
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Dr. R. C. S. Young Woodrow Spear 


service store fixtures. A model store 
will be demonstrated during all exhibit 
hours. It will contain a full 
of merchandise displayed on 
self - selection fixtures, wall and 
islands. Henry Berry will describe the 
merchandising prineiples of his Are 


Segment Cases and T. E. MeCarthy ot 


selection 
modern 


Cases 


National Cash Register Co. will explain 


check-out procedures used in self-service 
retail stores. It is the firm conviction 
ot those responsible for this program 
that no one in the industry can afford 
to miss the Tuesday morning and after 
Noon Sessions. 

The final business session on Wednes- 
day will hear Woodrow Spear who be 
lieves that this industry’s sales presen- 
tations have not kept pace with those 
of other industries. He will deseribe his 
method of selling based on an annual 
agreement with a customer that the eus- 
tomer is never out of and yet 
never has a burdensome inventory. The 
convention will end with one of Ameri- 
great platform artists, DeLoss 
Walker, whose talk will combine humor, 
facts and inspiration. 


stock 


ea’s 


Henry Berry James Kobak 


Herbert A. Leggett DeLoss Walker 


The space available for exhibits has 
heen expanded this year to include a 
new area on the third floor of the Con- 
rad Hilton Hotel with space tor fifty 
additional The annual banquet 
on Wednesday night to celebrate 
NSOEA’s Anniversary should 
he a happy and stimulating event. Pre- 
convention registrations have been pour- 
ing in to John Fellowes ot Bankers Box 
Co. who is hotel reservations chairman 
at 134 N. LaSalle St., Chicago 2. Over 
2,000 hotel rooms were reserved by the 
beginning of last month and only a tew 
of the 455° exhibit and 
were still available. A 50th anniversary 
can come only once and it comes seldom 
to trade associations. NSOEA members 
can well be proud of their association’s 
achievements in the past half-century 
and look forward with confidenee to con- 
tinued progress in the years ahead. Any 
member of the industry who is not a 
member of NSOEA and who would like 
to attend this outstanding convention 
can obtain registration information from 
the organization at 740 Investment 
Building, Washington 5, D.C. 


iy mot hs. 


Golden 


booths rooms 


Irving C. Folger T. E. McCarthy 
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If you want to improve your catalogs, 
presentations, reports, manuals . 


You'll want this FREE BOOKLET 


PLASTIC 
BIND 


. 
a 

, 
18 
‘ 


4 
ad 
s\ # 
id 
ie 


= 


More Sales 
at less cost! 


Learn how you can definitely 
improve the effectiveness of all FULL COLOR BOOKLET 
your typewritten, printed, du- 
plicated or photographed mate- 
rial. Richly illustrated in full 
color, this just-off-the-press 
folder shows eye-catching, dis- 
tinctive examples of Cerlox 
plastic binding and GBC Cov- NAME 
ers. Get your free copy. No 
obligation. ORGANIZATION 
GENERAL BINDING CORPORATION 

Dept. O-7, 812 W. Belmont ‘Ave., ADORESS 

Chicago 14, Ill. CITY 


GENERAL BINDING CORPORATION 
Dept. O-9, 812 W. Belmont Ave., Chicago 14, Ill. 


Please rush my copy .. . without obligation . . 
of your new illustrated booklet. 














i | 
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T e Cuts 
office 
costs 


increases 
office 
efficiency 


benefits 
employee 
and 
management 
alike 


illus. 
actual 
size 


Yes sir! 





KLLL-P21TE_ 


INK PENCIL 
does all 


The Zé0-R2iZE_ |nk Pencil is 6% inches long. It has a 
king-size ink supply that outlasts 10 lead pencils. 


HERE'S A FACT: Tests have proven that it costs $1.46 
in office time to sharpen 1 five-cent 
lead pencil. 


This Z40-RiZE. |nk Pencil never needs sharpening. 

Thus, one —Z402-R2i7E.\Ink Pencil can save $14.60 in 
sharpening time alone. 

WHAT A CUT IN OFFICE COSTS! 


Office supplies buyers for large corporations order 
All-Rite Ink Pencils by the gross. Smaller offices order by 
the dozen. 

All-Rite Ink Pencils never fail to start instantly — write with 
clean, sharp lines — make fine carbons, without blurs. 
Employees like them because they write so easily. Bosses 
like them because they save employee-time. 


Save time — save money — save tempers. 00 
ORDER Tooay *3° 


from your supplier per single dozen 


ALLE Rite. Pen, Inc. © 241 Hudson Street * Hackensack, N. J. 


THe Orrice—September, 1954 





OFFICE MANAGEMENT 


IN GOVERNMENT 





Uses City’s Accounting Code 
For All Purposes 


WADE H. HANNAH 
City Purchasing Agent, Columbia, S. C. 


HE manufacturer and distributor of 

the latest in equipment must furnish 

all potential buyers with complete 
information on his latest device. A mu- 
nicipal purchasing agent receiving this 
information is faced with a problem of 
filing this data so that it is immediately 
available when needed. This problem is 
acute because the vast range of services 
offered by the average city requires 
many varied items to operate these ac- 
tivities efficiently, and new and _ better 
products constantly are being offered. 
The best answer seems to be filing by an 
arbitrary numerical code with general 
classifications covering related items. 


Instead of devising a tailor-made code, 
for this purpose, we use the one con- 
tained in the city’s chart of accounts for 
budget preparation and control. 


For expenditures, the classification 
provides a six-digit number. The first 
three digits denote the activity, divided 
into series by departments. Thus, the 
100 series is used to indicate General 
Government; 200 series, Finanee Depart- 


ment activities; 300 series, Police De- 
partment activities, and so on. There is 
a further breakdown within these desig- 
nations. For example, the Finance De- 
partment has the following activity des- 
ignations: 221 Division of Accounts; 
222 Outside Auditors; 223 Assessment 
Division; 224 Treasury Division; 225 
(Omitted for future use); 226 Purchas- 
ing Division; 227 (Omitted for future 
use); 228 Division of Water Accounts; 


_ 229 Division of Parking Meters. 


This same type of division structure 
is used in all departments large enough 
to be subdivided into separate adminis- 
trative units. The remaining three 
digits in the expenditure classification 
coding are used to denote the object of 
expenditure. They are divided by char- 
acter of expenditure into the following 
accounts: 100-199 Personal Services; 
200-299 Contractual Services; 300-399 
Commodities; 400-499 Capital Outlay 
Items; 500-599 Debt Services. 

Of course, the prime purpose of this 
numerical coding is to provide budget 





City of Columbia, S. C, 
Objective Accounts 





Account 
No, 
101 Salaries of Regular Employees 





102 
103 Salaries of Extra Help 
104 Fees of Board Members 
105 Election Judges & Clerks 
106 Pensions & Other Claime 
107 Juror Feee 


201 
202 
203 
204 


205 
Si 


Auditing & Accounting Serv, 
Architectural & Eng. Serv. 
Appraigal Services 
Hoepital & Medical Serv. 
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Overtime of Regular Employees 


Other Professional Serv. { 
hs Ea a A ee ea 








data, financial reports and other fiseal 
information. However, it both 
the basic division of city activities by 
purpose and all expenditures by type of 
goods, so we decided to use it for all 
coding purposes where it is feasible. 
We have set up Oxford Pendaflex fold- 
ers for each of the classifications by 
object of expenditure so that catalogs 
covering each class of commodity are 
now available in one folder. As a folder 
hecomes too heavy, the object account 
further breakdown with a 
folder showing the regular object ac- 
count but with the further designation 
that the information in the folder covers 
only one phase of a particular class. 
Thus, folder number 434 is headed 
“Road Machinery, Tractors, Trailers”, 
etce., and there are several supplemen- 
tary folders following this, carrying 
such designations as: 434 Air Compres- 
sors and Air Tools; 434 Crawler Trae- 
tors and Equipment; 434 Cranes, Drag- 
lines and Shovels; 434 Motor Graders; 
$34 Seraper Pans; 434 Street Sweep- 
ers; 434 Wheel Tractors and Equipment. 

In addition, our bids and requests for 
quotation are coded by fiscal year, ob- 
ject account and serial number. Thus, 
313-2 indicates the second 


covers 


receives a 


bid number 53 
bid taken on uniforms during the fiscal 
vear 1953-54. 

We have used the activity designations 
as the first three significant digits in our 
automotive equipment inventory, assign- 


ing serial numbers at the end of the 
activity coding. These numbers are 
posted permanently on the dashboard of 
each city vehicle by the use of decals so 
that the number is before the driver at 
all times. This has proved to be supe- 
rior to any other coding system because 
the number of the vehicle on filling sta- 
tion tickets or repair orders now auto- 
matically shows the budgetary account 
to which charges for gasoline, oil or re- 
pairs are assignable. 

For the future, we plan to apply our 
chart of accounts to any use where an 
arbitrary numerical 
and it is applicable because we have 


code is) necessary 
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CITY OF COLUMBIA, S. C. 
ACTIVITY ACCOUNTS 








GENERAL FUND 
GENERAL GOVERNMENT 
110 Mayor, Council & ixecutive 
130 City deca der 





FINANCE DEPARTMENT 
221 Accounti ng 
222 Auditing 
223 Assessment 
224 Treasury 
226 Purchasing 
228 water Accounts 
Parking Meters 


OTHER STAFF AGENCIES 
“Legal 
Civil Service Commission 





POLICE DEPARTMENT 
Police rrotection 
Traffic signs 





Fire Department 


PUBLIC WORKS DEPARTMENT 
Administration & Engineering 
Traffic Signals, rire Alarm & Radio 
inspections 
Maintenance Uf streets 
lajor Street improvements 
Street Lighting 
Tree & Forestry 
Sanitation 
Street Cleaning 
Sewers 
Storm Drain Construction 
Jarage & Filling Sttion 
Water Plant & Purification 
Water Distribution Maintenance 
Public Buildings 





Health Depar tment 

Civil Defense Department 

City Planning Department 
PARKS & RECREATION DeéPARTMENT 

Recreation & Park Maintenarce 


iaxcy Gregg Swimming Pool 
Drew Park owimming Pool 





Debt Service 


NON#DEPARTMENTAL 
dections 
Judgements & Settlements 
Columbia :tuseum of Art 
S.C.AMe Society 
SePeCoAe 
Conmmunity Promotion 
State Retirement 
General insurance 
Contingent Account 
Non Expense Disbursements 
Contribution to Airport Fund 
Contribution to Central Stores Fund 


Master numbers in the code. 
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Valuable papers, confidential rec- 
ords and important documents. . . they’re all 
safe when they’re locked-up tight in an In- 
vincible Concealed Safe Unit, with its exclu- 
sive 3-point locking combination lock. Yes, 
this is the original concealed safe unit that 
doubles as an attractive filing cabinet and a 
secure place for your valuable belongings. See 
it today at your office equipment dealer's. 


The Invincible Concealed Safe 
Unit is available in either desk- 

high, counter-high or standard 
four-drawer filing cabinets. 

Choice of letter or legal size 
with or without general lock 

for file drawers. 


: METAL FURNITURE 
COMPANY 
: Manitowoc, Wisconsin 
Len O_O Oger” 
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found that it takes a great deal of time 
to devise a new code (although a com- 
plete tailor-made code might be more 
desirable); we have no problem of dif- 


ferent code numbers for the same things 
and the employees, being familiar with 
present codings, have no difficulty with 
new applications. 





Theft Control 
Programs 


HEFT CONTROL programs in 

business firms place more emphasis 

on prevention of theft than on ap- 
prehension and prosecution of thieves, 
according to the practices of 100 manu- 
facturing firms cooperating in a study 
on industrial security recently com- 
pleted by the National Industrial Con- 
ference Board. Although theft is not 
a major industrial problem, most of 
the reporting companies said it is a 
troublesome one and have adopted pro- 
grams to discourage pilfering of com- 


pany property and to protect em- 


ployees against loss of personal prop- 


that 
does 


erty. Most companies reported 
this moderate type of program 
not ineur employee or public reseut- 
ment. 

Many that participated in the sur- 
vey pointed out that they actually do 
not know the amount of their losses 
because tight control systems would 
cost more than the value of the goods 
recovered. They believe that losses, ex- 
cept in rare cases, are very small. All 
but a few companies said they would 
search lockers when the need requires 
it. On the other hand, only about 50% 
of the companies reported that they 
do search or would search employees’ 
persons or homes. Almost all of these 
firms secure written permission to carry 
out such searches. Cooperators empha- 
sized that they search employees only 
in the most compelling circumstances 
and where evidence of stolen property 
on the individual’s person is beyond 
question. 

About half of the reporting ecom- 
panies stated that, as a general rule, 
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they would not prosecute employees 
guilty of theft, while the other half 
stated that they do or would prosecute 
in major cases or if the circumstances 
warranted it. Those who do not favor 
prosecution in any instance feel that 
dismissal is sufficient punishment. Fur- 
thermore, prosecution cases can result 
in bad publicity for the company and, 
if unsuccessful, may lead to false ar- 
rest charges and damage suits. 

Some companies reported they have 
reduced pilferage of hand and 
small power tools, which make up the 
greatest theft losses, by lending small 
tools to employees for home use. These 
tools are usually charged out of the 
master tool crib for a_ stated loan 
period (often a weekend) and a writ- 
ten package is issued for their 
removal from the plant. 

Nearly all of the companies surveyed 
have a package control system for in- 
spection of all parcels being taken off 
the premises. While some systems are 
informal, the majority require written 
approval by designated members of su- 
pervision before either personal or com- 
pany property is removed. Vehicle con- 
trol systems are also used to pre- 
vent illegal removal of company prop- 
erty. Some of the procedures used by 
firms include escorting incoming and 
outgoing trucks, limiting the number 
of gates used tor traffic, using written 
pass systems for vehicles and their con- 
tents, and physical inspection or thor- 
ough spot checks of incoming and out- 
going shipments. 

The theft prevention programs 
studied by the board also center around 
a variety of other activities. These of- 
ten include employee education  pro- 
grams, alerting supervision, locker and 
lunch pail inspections, and maintain- 
ing a good central lock and key system. 


tools 


pass 
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Get brighter, cleaner copies with 
Hammermill Duplicating Papers 


for mimeographing and spirit duplicating 


Need 25 copies? Or 5000? Want the prestige of a paper 
bearing the Hammermill watermark? Or is low cost vital? 
Whatever the job, whatever your equipment, there’s a 
Hammermill duplicating paper to meet your requirements. 
Let this chart be your guide to faster production of 
cleaner, brighter copies. 





USE THIS HAMMERMILiL WITH THESE IMPORTANT 


WHEN YOU NEED DUPLICATING PAPER ADVANTAGES 





“Air-cushion” surface provides 
faster production of up to 5000 
bright copies from one stencil. 
Comes in a pleasing bius-white 
and seven colors. Takes pen sig- 
natures beautifully. Water- 
marked. 


250 or more copies, quickly HAMMERMILL 
... white or colors... to win MIMEO-BOND 
favorable attention. 


Brilliant copies on either spirit 
or gelatin oe machines. Avail- 
able in bright blue-white and six 


25 to 250 copies .. . fast... HAMMERMILL 
on white or colored paper... DUPLICATOR 
top quality. popular colors, Bears Hammer- 
mill watermark, 


stencil duplicator. Biue-white and 


colors ... looks and economy MIMEOGRAPH six colors. Uniform quality. 


important. 


Performs well on both spirit and 
— duplicators. Clean biue- 
white. 


Up to 250 copies . . . on white WHIPPET 
... at low cost. DUPLICATOR 





Printed headings 
make any repro- 
duction job more 


rowrwaes GA | a pMnMERAgye, 








| 
! 
! 
l 
| 
| 
| 
Over 250 copies on white or WHI?PET | Good operating performance on 
| 
| 
1 
i 
1 
| 
i 
| 
i 








you how reports, ° ° 
price lists, sales letters, charts, bul- Duplicating 
letins, all become more arresting, Pa pers 

and easier to prepare, with a well- 
designed, printed masthead. HAMMERMILL PAPER COMPANY, ERIE, PA. 
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Cc. E. COOLEY DAN McKAY 
NBFA President Ist Vice President 





9th Annual Conference 


In Colorado Springs, mone rrgcens 


2nd Vice President 


September 25-29 





LANS for the most successful con- 

ference in their history have been 

made by National Business Forms 
Associates at the Broadmoor Hotel, F 
Colorado Springs, Sept. 25-29. The or- - ROY HARRIS 

. : - Treasurer 
ganization’s members are dealers and 
distributors of business forms and sys- 
tems, operating in practically all key 
cities of the country. More than ever 
before, the program will indicate an in- 
terest in top level speakers and more 
complete displays of products by in 
dependent forms manufacturers who will 
attend the conference. 

C. E. Cooley is lining up a group ot 
qualified speakers and experts to  pre- 
sent constructive ideas on how members 
can inerease their national sales, im- 

(Continued on page 116) F. J. RING 
SEE CONFERENCE PROGRAM ON PAGE 11: Secretary 
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Sell more 
with 
“flying” figures 


Even on the long distance telephone you can 

give speedy answers—price calculations, quotations, 
estimates—with Facit, the fully automatic 
calculator, made of the best world-famous Swedish 
Steel. Facit computes 5 to 10 times 

faster than other methods. Your answers come 

in “flying” figures, just when you need 

them. And anyone can learn to 

calculate in 15 minutes thanks to 

Facit’s revolutionary 10-key 


~ 


ee: ee 
H 


fe 
o 
om 


Cpr to eee 
~ - 


* 


~ et. 


my 
\ s 
Ss 
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system. Besides—you can 


oF 
¢ 


operate the Facit with one 

hand, leaving the other 

Calculate with one band. free for the phone or 
Write with the other. making notes. 


een oes 
ht nl 


= 








CALCULATOR 


WORLD'S MOST EXPORTED CALCULATOR 


FACIT INC. 
500 Fifth Ave., New York 36, N. Y¥. © 114 Sansome St., San Francisco 4, Calif. 
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sah merrrsenyeyente tT 


schere you have volume duplicating 
sehere speed is important 


schere you want the very best 


Standafd’ me 
an 
Klaid Duplicator 


with New De Luxe 
Ream Feeder 


AN ADVANCED DEL 
WITH ALL THE P ous 











DEPENDABLE FEATURES 


Reproduces 4 colors in one operation 
Reproduces all or part of master 


Duplicated fill-in registers perfectly 
with record printed form 


Using Standard Master Prints (printed 
carbon master units), form and fill-in 
can be duplicated simultaneously 


Original may be filed and reused 
again and again 


For still higher efficiency, Stendard, hav- 
ing introduced the great new Coronet 
C9EA in 1951, now offers you an even 
better business machine, this effective 
new Coronet C9ED with Deluxe Ream 
Feeder Unit. ELECTRIC 


Free Illustrated Brochure on Request. MODEL C9IED 


STANDARD DUPLICATING MACHINES CORPORATION 
Everett 49, Massechusetts 





Standard Duplicating Machines 














a.m. 
p.m. 
p.m, 


p.m. 


a.m. 
p.m, 
p.m, 


p.m. 
p.m, 


9:30 a.m. 
10:30 a.m. 


NBFA Conference Program 


SUNDAY, SEPTEMBER 26 
Registration. 
Board of Directors Meeting. 


MONDAY, SEPTEMBER 27 
Business Session and Seminars. 
Luncheon. 
Golf Tournament. 
Manufacturers Exhibits Open. 
Chuck Wagon Dinner. 


TUESDAY, SEPTEMBER 28 


Business Session and Seminars. 
Luncheon. 

Manufacturers Exhibits Open. 
Manufacturers Joint Hospitality Hour. 
Annual Banquet. 


WEDNESDAY, SEPTEMBER 29 
Business Session. 
Installation of Officers and Directors. 











Our sole aim is to make life pleasant for you by 
providing ONE TIME CARBON PAPER that per- 


forms 


OrFICcE— 


in a superior manner under any conditions. 


Grootings 
to NBFA members 
from 


FRYE MANUFACTURING COMPANY 
DES MOINES, IOWA 


September, 1954 








GENERAL 





Mme Be 


Snap-i-Set 


Is Anxious to Serve 

















SEND US YOUR 
Inquiries and Orders 
For Lithographed 
One-Time Carbon 
Business Forms 


KK x 
Guaranteed 


Quality—Service 
Economy 


General Multi Forms 


Sales Company 
Post Office Box 1094 
Nashville, Tenn. 
Write For Our New 
Catalog Today 


| prove their customer servicing and build 


better manufacturer - member relations. 
There will be a seminar sponsored by 
the Samas Punched Card Division of 
Underwood Corp. and conducted by 
Harry D. Heaps, Philadelphia branch 
manager. E. W. Fireoved of Fireoved 
& Co., Philadelphia, who has had wide 
experience in the manifold book field, 
will present, the modern, organized 
method of selling manifold books. 

Other program features will include 
talks on such subjects as administration 
planning by Roy Harris, Washington, 
D.C.; product research by J. Harris, 
Davenport, Iowa; industry research by 
Ray Arnell, Minneapolis; advertising 
planning by Gil Heiser, Sunbury, Pa.; 
personnel problems and planning by 
sob Stratton, New Haven, Conn. An 
open diseussion will follow each subject. 
The conference program appears on 
page 115. 

Information on membership can be 
had from F. J. Ring, National Business 
Forms Associates, Room 310, 8 S. Dear- 
born St., Chicago 3. 


Broadmoor Hotel, Colorado Springs, site of 
the 9th annual NBFA Conference. 
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CWaltonals save us $60,000 a year . . . return 110% 
annually on our investment.” —srown snot company, st. tovis 


‘One of America’s largest shoe manufacturers” 


“Our 24 National Accounting Machines and 105 National 
Adding Machines play a vital role in the operation of our 
expanding business. We use Nationals for payroll account- 
ing, accounts payable, check and voucher writing, ac- 
counts receivable, general ledger, sales analysis and other 
accounting and figure work. 

“Nationals save us $60,000 a year, which repays us their 
total cost every 11 months, an annual return of 110% 
on our investment. 

“In addition to saving us money, Nationals have given 
us many years of consist- 


ently good service.” 


THE NATIONAL CASH REGISTER COMPANY, vayron 9, on10 


949 OFFICES IN 94 COUNTRIES 
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In all sizes and kinds of busi- 
ness, Nationals pay for them- 
selves out of the money they 
save, then continue savings as 
annual profit. Nationals do up 
to 4% of the work automatically. 
Your nearby National represen- 
tative can show how you will 
save with Nationals. 


*TRACE MARK REG. U.S. PAT. OFF. | 














FAST ECONOMICAL 


G. B. GRIFFITHS 


Resident Manager, Liberty Mutual 
Insurance Co., Washington, D. C. 


NCREASED efficiency with greater 
| attention by our personnel to quality 
and quantity of output have resulted 
from some office procedures we have in- 
troduced. Aware of the importance of 


| accuracy in typing up a claim, and the 


fenalax. 


THAT MAKES 


OFFSET 


MASTERS WITH THE NEW 


PLANOFAX PLAT: 


MIMEOGRAPH 


STENCILS 


POSITIVE SINGLE 
COPIES 


electronic! 


no chemicals — no fuss 
Write for STENAFAX brochure 


Stenafax Sales Division 


TIMES FACSIMILE 


CORPORATION 


Hotel Biltmore Arcade 
43rd St. and Madison Ave. New York 17, N.Y. 
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amount of delay and inconvenience one 
wrong number ean cause, we have 
always selected personnel carefully. We 
check performance to place those per- 
sons with a natural bent for precision 
and accurate detail in the type of work 
for which they are best qualified. 

Two years ago, however, we made a 
point of reeording number of errors per 
100 for each typist. Keeping 
daily records, we encouraged those 
whose work indicated improvement and 
pointed out need for improvement to 
others. We stimulated a little competi- 
tive spirit among our 24 typists by go- 
ing among them from time to time and 
inquiring how many ‘errors they had 
made in a month. We showed them 
what happened when a single number 
was typed incorrectly in a workmen’s 
compensation claim, for example; how 
all information that followed was 
thrown off all along the line right down 
to the home office. Reports to the 
rating bureau had to be recalled as a 
result of error and the cycle of work 
started all over again. 

Errors were cut when greater effort 
was put into accuracy. In the first six 


cases 


| months of this year our office recorded 
| one of the top performances in the 


middle Atlantic region with 1.3% errors 
per 100 cases as against 11% for the 
corresponding period of 1953. While 
typing tests for job applicants and 
three-month trial periods are still in 
effect for typist clerks, we believe the 


| competition initiated among the person- 
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’ VA 
Photo taken at one plant of the Pioneer Ice Cream Div. of The Borden Co. 


The DENOMINATOR works for DO/WCS ... 
Let it save TIME and MONEY for YOU! 


At Borden’s a large number of trucks in the Metropolitan New 
York area are loaded with actual orders only—because thousands 
of telephone orders for their many different items are now con- 
solidated by The Denominator for the truck load sheets. Result 
..- greater efficiency and maximum savings in time and labor. 


Whenever you have many different types of items to be counted 

—each of which must be accounted for separately—you can do it 

better with The Denominator! 

This modern counting-tabulating device can be built to exact 
specifications to fit the specific counting categories of each busi- 
ctw ness—as is so aptly demonstrated in the above photo. Write 

AW Dept. OM-15, 


THE Denominator Company, INC. 


261 BROADWAY, NEW YORK 7, N. Y. 


Manufacturers of Tabulating Machines for 40 years 
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7, ] This newest development in photocopy machines, now available in one 
SLIM PLE—— compact unit, 15''x24%4"' overall, with only one knob to turn, can be 
operated easily by any gir! in your office. 


handsome- —Glossy black with white trim — looks well anywhere. 


-_ ____No matter how fine the detail, or what the colors, if you can see it in the 
accurate original you will see it in the photocopy. 


"i * Produces exact, letter-perfect copies up to 14'' wide—whether the original 

versatile— i, single or double sided, opaque or translucent, white or colored 
Photorapid's legally accepted copies are ready for instant use, eliminating 
costly typing, hand copying and checking — or costly outside copying. 
With Photorapid you can make single side copies, double side (to reduce 
filing space), transparent copies for use as masters with diazo or blue- 
prints, tissue copies for air mail — all at an unbelievably ‘ow cost. Also 
two-part models for copying from books without removing or injuring 
pages. 


fast—in seconds your finished, perfect copy is ready. 


Closed tight when not in use. 


unique advantages—Non-meta lic construction prevents corrosion. 





OFFSET USERS! 


Photorapid Transparencies make ideal masters for use 

with the new positive-working aluminum presensitized 

plates. From original to offset press in 6 minutes or less. 
Write for details. 








mn Dept. 09, 105 Chambers St., New York 7, N. Y. BArclay 7-4150 
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nel has helped reduce the number of 
errors. Careful proofreading of all 
typed claims has also contributed to 
greater accuracy. An award of a $5 
dinner to the employee with no errors 
in any month has made on two 
occasions, 

We found that greater care and ac- 
curacy did not eut down quantity of 
production. We cannot permit our daily 
paperwork to fall behind without get- 
ting into trouble. Within three weeks 
after date of injury on a workman’s 
compensation claim, all clerical work 
and investigation have to be completed. 
Holding any claim more than three days 
would slow down the 
quence, 


been 


processing se- 


nin 
A receptionist proofreads all typewritten ma- 
terial in her sparetime and makes a record 
of the errors she finds. 


We also instituted a very simple and 
effective procedure to reduce absentee- 
ism. We used to have an average of 
21 absences a month in our office staff 
of 24. Feeling that this was far in ex- 
cess of normal needs, we announced at 
a meeting one morning that an = em- 
ployee intending to be absent was to 
call her supervisor, not the telephone 
operator, and report her 
8:30 a.m. 

If she sick to talk to her 
supervisor, it could be assumed she was 
under a eare. On her return 
to work the ruling required her to re- 


absence by 
was too 


’ 
doctor’s 
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LOOK to WORDEN 


for dependable quality 
in wood office furniture 


WORDEN of HOLLAND 


invites you to investigate the many profit 
making items of wood office furniture and 
genuine leather upholstered chairs and 
suites that are offered by Worden to 
the dealers throughout the country. 


WORDEN products are produced with 


the customers satisfaction as our goal. 


Write for our catalog... 











the 
| WORDEN 


| company 


| 200 E. 17th St. Holland, Mich. | 








Send for this FREE 
CIRCULAR! 


It Will 
Show 
You 
How to 
SAVE 
TIME 
AND 
MONEY 


ON BANK AND 


COMMERCIAL SORTING 
through the Achbhaas 


VERT-A-SORT 
TERRITORIES 
OPEN 


WRITE US TODAY! 


Kohlheaas comPany 


8012 South Chicago Ave., Chicago 17, Ill. 
Telephone BAyport 1-4433 


Pin to your 
Company & 


Letterhead for Quali- 


fied Agents 


fi 
THE 


[] Send us your Informative Circular 
() Give us name of your Local 
Representative 





Addr 





SS SS SS SS SS SS 


State 





City. 


L 


122 
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port at once to her department man- 
ager, and that meant the manager of 
the claims department, engineering de- 
partment or sales department. He 
would inquire into her illness to learn 
what assistance the company could be 
to help her with her medical problem. 
Absences dropped from 21 a month to 
seven in June and five in July. 

We feel that we want to reward our 
dictating machine operators with salary 
increases in accordance with the quality 
and quantity of their output. We ob- 
serve the number of minutes of dicta- 
tion processed by operators as an index 
of their readiness to move from junior 
grade salaries to senior grade. When 
a junior grade operator reaches a weekly 
output of 400-450 minutes of dictation, 
she is ready for a salary increase. This 
does not include work that has to be re- 
done. 


Here a supervisor stops by to encourage a 

dictating machine operator and to learn how 

close the transcriber is to having "No Errors 
a Month." 


3yv this time she must prove her ver- 
satility to handle dictation in various 
departments. Learning to do everyone’s 
dictation well, whether it is in the 
claims, loss prevention, sales or manage- 
ment departments, is a requirement af- 
fecting salary increases. An all-around 
operator increases her value to the com- 
pany when she can fill-in on other peo- 


_ ple’s jobs during vacations, absences or 


Tue Orrice—September, 1954 








The Entire Mechanics of 
Liquid Ink Eradication has now 
been Revolutionized! 

















Faster—Neater 
Ink Erasing— 
New Fine-line 


NEW 
SPILL-PROOF 


Spreader | oa BOTTLE 


Now available are two completely new and important improvements in packaging 
of ink eradicators. A new type applicator made of polyethylene and a spill-proof 
bottle. It is the first combination stopper and applicator to be completely un- 
affected by the fluid. The new spreader is shaped like a miniature oar. The tip 
has fluted sides. This permits the applicator to pick up the desired amount of 
fluid and controls the flow onto the paper. 

Both fine line and broader surface ink erasing are made possible through the 
use of the oar-shaped applicator with thin edge and flat sides. The thin edge is 
used for erasing fine lines and the flat surface for eradicating over a larger surface. 

The bottle is of a new patented construction which permits withdrawal of the 
desired amount of fluid on the applicator, but acts to prevent spillage so effectively 
that even if the bottle is knocked over violently, only a few drops could spill out 
of the mouth of the bottle. 

Sanford’s two-solution ink eraser is widely used in offices because it also re- 
moves colored ink and is effective on either cloth or paper. 

These new developments now also come with X-it, the one solution Sanford 
Ink Eradicator. X-it like Sanford’s Two-Solution Eradicator has a square- 
shaped metal container surrounding the bottle, thus giving constant protection 
from light. This outer container does not have to be removed. The stopper is 
always available because of the opening in the top of the metal container and 
therefore permits erasing in 3 moves instead of 5 or 7. 


Modernize Today! 


Order today 
from your 
stationer 


Ganhord’s 
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> get that job done! 


use 
manpower, inc. 
for temporary help 


V STENOGRAPHERS 
v TYPISTS 
Y OFFICE HELP 
V CALCULATING WORK 
Y TELEPHONE ANSWERING SERVICE 
Y DIRECT MAIL SERVICES 
¥ CONSUMER and MARKET SURVEYS 


franchises ovoiloble 
write: Mr. J. H. FRANK, 
330 W. Kilbourn Ave., 
Milwaukee 3, Wisconsin. 


manpower, inc.,® and its 
affiliates operate in: 


Akron @ Allentown @ Atlanta 
@ Baltimore @ Boston @ Buffalo 
@ Chicago @ Cincinnati @ 


Cleveland @ Columbus @ i 
t the Not ' 
Denver @ Detroit @ Des voting Aad ~~ pose 


Moines @ Indianapolis @ York A 
Komsos City © Miom’ ® Mi Grithe'Pe'tase, 7 


wovukee @ Minneapolis @ 
Nework @ New Haven @ 
New York @ Niagora Falls 
@ Omoho ® Philadelphia @ 
Pittsburgh @ Portland (Ore.) 
@ Providence @ Rochester 
(NY) @ St. Louis @ San 
Francisco @ Seattie @ Syra 
cuse @ Tacoma © Tampo 
@ Toledo 





ee 


USE OUR EMPLOYEES IN 
YOUR OFFICE OR OURS 

. FOR 4 HOURS... 
A DAY...A WEEK...OR 
LONGER. OUR EMPLOY- 
EES ARE TESTED, BOND- 
ED AND FULLY INSURED. 


manpower, inc. 


Nations yest 


Compl 
Business Sonvice 


peak periods. 

We do everything we can to encour- 
age an operator to improve performance 
by evaluating her work, showing her 
where improvement is needed, commend- 
ing her when she works well. Confer- 
ences take place frequently between su- 
pervisor and operator. A divisional 
training supervisor visits our office peri- 
odically and studies employee perfor- 
mance to help bring quality and quan- 
tity up by making recommendations. Of 
six junior grade part-time operators em- 
ployed over the last eight-year period, 
three achieved senior grade standards 
of performance. These are a few of 
the gains we have made in our effort to 
increase employee efficiency. 


(Continued from page 67) 


ELECTRICAL OPERATION HEADACHES: HOW 
TO CURE THEM AND PROFIT, B. Eichwald 
& Co., 237 East 39th St., New York 16, 
16 pp., Free. 

Describes the symptoms and remedies 
for electrical failures in offices and give 
suggestions on how to prevent 
troubles by proper maintenance. 


power 


4 NEW FORCE IN CORPORATE GROWTH by 
Bertrand W. Hall, Lind Bros., 121 Varick St., 
New York 13, pp. 23, $1. 

number of small in- 
vestors has increased the importance of 
financial public relations, according to 
the author who briefly explains the need 
for special corporate programs directed 
to stockholders. He outlines a program 
of ‘‘listening’’ as well as ‘‘telling.’’ 


The increased 


PERSONALITY AND HUMAN RELATIONS IN 
BUSINESS by Louis A. Rice, Amedeo CG, Sferra 
& Mary Elizabeth Wright. McGraw-Hill Book 
Co., 330 West 42nd St., New York 36, pp. 
202, $2. 

A text-workbook which shows how the 
student can improve his own personality 
to help him in his business rela- 
tions with others. Half the book consists 
of problems and Poor self- 
management, rather than lack of skill, 
is said to be responsible for most job 
failures; so this subject is as important 
as any other 


exercises, 


in business training. 
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‘ow ( STENCIL DUPLICATING 
IN THE PRINTING CLASS...: 


Twin Cylinder Impression System Produces Amazing Print-Like Results 


Gestetner combines the principles of the modern printing press with the simplicity and 
economy of the stencil duplicator, sweeping away all the old concepts of stencil reproduc- 
tion. Now, your own office can be the source of production of a great number of printed 
items never before thought to belong in the realm of economical stencil duplicating. Auto- 
matic operation throughout eliminates guesswork and speeds production to a new high. 
Electronic stencils permit reproductions of fine illustrations and other pictorial subject matter. 


NO CANS 
NO BRUSHES 
NO PADS 


Simply Clip the Ink Tube into — 
and Set the Dial.....That's All 


Your most fastidious office girl will find the Gestetner a clean simple 

set to the ink density and the number Of-copies required ... and... the Gestetner does 
the rest. . . automatically, quickly and quietly. Color, too, < a dou different hues . 
with denen requiring less than three penn Yet with all these and other exclusive features 
a Gestetner costs no more. __ 





GESTETNER 
50 McLean Ave. 
Yonkers 5, IN, : Address 





The Coupon Will 

Bring Complete : 

Details ( Company 
PARTS AND SERVICE 

FROM COAST TO COAST 








City. 
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Building of American Sterilizer Co., Erie, Pa., showing third-floor office addition. 


Adds Office Story to Plant 


WALTER RUDOLPH 


ACED with the double-barreled 
problem of consolidating office fa- 
cilities while obtaining more factory 
space, without “spreading out,” Ameri- 
ean Sterilizer Co., Erie, Pa., went 
straight up over a two-story wing of 
its plant. The new office area was built 
on a roof, roughly 100x150 ft. While 
gathering together office personnel and 


executives from three different factory 
locations, the new facilities boast one 
of the first electric air filters (coupled 
with complete air conditioning), and 
the first installation in the area of a 
type of double- window, vaned sash 
more common in southern states. 

“We think these factors, coupled with 
other interesting features, give us one 


Interior view of the 
office floor showing 
vanes outside win- 
dows to control light 
and inside tempera- 
ture. 
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Individually packaged 
in protective wrapper. 
500 sheets in each 
package. 
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Rie Dee R co Reve! 


MOUSTRIAL NUCLEONICS CORP., COLUMBUS, OHIO | y. B.A. 














tigen Paper Mills 


assures you of a uniform, high 
standard of quality year after year 














AccuRay — the new atomic method of measuring the 
thickness of paper to one-millionth of an inch — boosts 
quality standards at Wausau Mills. It provides you with 
one more excellent reason why you should have utmost 
confidence in WAUSAU IMPRESSION PAPERS. 


WAUSAU BOND, WAUSAU MIMEO, WAUSAU DUPLI- 
CATOR and WAUSAU LEDGER are genuinely water- 
marked impression papers, tub-sized to give crisp, clear, 
lint-free impressions. EXACT BOND, EXACT MIMEO, 
EXACT DUPLICATOR and WAUSAU OPAQUE OFFSET 
are tub-sized economy impression papers — full-bodied 
and rigid for high-speed operation, but have no water- 
mark. Both Wausau and Exact impression papers come 
in Bright White and a full range of colors and are 
precision cut to size at the mill. 



































CHART No. ROStt 




















The complete line is available nationally through 
authorized distributors and stationers. 








| ! 
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' 
STRIAL NUCLEONICS CORP., COLUMBUS, CHIDO , U. B.A. 











Executive Sales Offices 
111 W. Washington Street, Chicago 2, Illinois 
Mills at BROKAW, WISCONSIN @ Member - Wisconsin Paper Group 


Ro Prue Pree 
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| i i po-X 
always bright and figures right.... with AD 





Write for descriptive literature, Dept. O 


ADDO MACHINE COMPANY, INC, 145 WEST STU SIREET, EW YORK 19, HT, CiRELE 5-c940 
‘WEST COAST SRANCH 
Robi E CORP, £920 BEVERLY BLVD. 
CALIFORNIA TEL: BOMKIRE §.2267 
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of the most practical and interesting 
offices in the country,” said B. J. 
Walker, plant engineer. “To start with, 
we built over a roof with a slight pitch, 
using Robertson Q-ducts, hollow con- 
tinuous channels, with an open channel 
every 18” for carrying telephone, inter- 
communication and power wires. 
There’s an empty space between the old 
root and our present floor of about 
114 ft.” 

To give strength, with lightness, ex- 
ploded concrete was poured for the 
basic floor on the duct work. Mastie 
7%” thick covers the concrete, and plas- 
tic tile in the lavatories, and asphalt 
over other areas, completes the build- 
up. Regular brick, steel and glass fac- 
ings are on three elevations, while the 
fourth joins the old third floor and a 
utility area housing machinery, lava- 
tories and so forth. The roofing is in- 
sulated, hollow cube type, backed with 
glass wool, and then with a regulation 
build-up of felt, tarpaper and gravel. 


“The electric air filter gives us—we 
hope to show over a period of time— 
more healthful working conditions, 
while reducing janitorial service,” stated 
R. P. Martin, office manager. “All of- 
fice working areas are cleaner and more 
utilitarian, while redecorating costs will 
be minimized with the automatie re- 
moval of dirt, dust and soot from the 
air before it reaches us. Of course this 
clean air will be weleomed by all per- 
sonnel with desks and papers that could 
get dirty.” 

Slim - line, high-voltage fluorescent 
lights are recessed in the ceiling, units 
being 96” in length, and footeandle dis- 
tribution being 50 in the main office 
area and 75 in engineering. The double- 
glass windows circle the office almost 
completely and have vanes for control- 
ling and distributing outside light. 

“We have a ‘sun condition,’ you might 
say,” explained W. S. Yahn, general 
manager of American Sterilizer, “and 
these windows and vanes help us con- 
trol it. We’re unique, being an office 
on a third floor up here, and several 
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7 out of 10 
Executives 


Find 
Mirado 
Pencils 
Smoother 


...and so will you! 


In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
executives from coast to coast con- 
sistently chose *Eagle *MIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself. 
You, too, will find it smoother, 
stronger, and longer-wearing . . . or 
your money back. 


6c each East of the Rockies 
EAGLE PENCIL CO. 


New York ° London Toronto *® 
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Building—through business—for a better 


ROYA ; CALL YOUR ROYAL 
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messy typing? 


Get the cleanest, neatest-looking letters you ever 

signed for only a penny a day. Just trade in your 

old typewriters at 5 years instead of 10 for new 
Royal Standards. 





What do new Royal Standards 
give you? They increase typing 
production, turn out letters you'll 
be proud to sign, and memos and 
reports worthy of your business. 


They’ll help raise office morale, 
too, and provide better employee 
relations — intangibles that are 
hard to define but mighty 
apparent when missing. fr 


Besides, Royals are the 
finest, most rugged pre- 
cision writing machines 
built. They take less time 
out for repairs, too. 

An added point is this: 
Royals are preferred 214 
to 1 in business by people 
who type. So, you’re pro- 
viding your folks with 
the popular typewriter. 


ae 


America! Support Junior Achievement 


It’s well worth while to turn in 
your old machines at 5 years in- 
stead of 10. About a penny a day 
per machine is all it costs. 


Ask a Royal Representative 
to demonstrate the new Royal 
Standard and explain the penny- 
a-day story. 


i 
aj r : . 


7 war - : 


ie cme " 
* # f 


bce 


He’s listed in the 


REPRESENTATIVE Classified 
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One of the tightest bottlenecks in 

even the most modern equipped 

M4 duplicating department is the col- 

to lating, assembling or gathering of 

duplicated sheets into sets. Now, 

with the new easy-to-operate 

GREATER EFFICIENCY Thomas Collator, one girl can do 

the work of five—faster, more accu- 

: . rately, and with a minimum amount 
in your office eee of aioee and confusion. 

HERE’S HOW IT’S DONE! 





She quickly loads as many as Her foot releases pedal; Pages are always under in- 
« 10 pages. » sheets move out quickly. e spection; blanks can't slip by. 


6 Take this sixth step 


* now! Just fill out 
and mail the attached 
coupon. We'll rush 
complete information 
on The Thomas Col- 
lator immediately . . . 
without any obliga- 
tion on your part. 


Ww 


Thomas wie 
Ce 


135 Sales and Service Offices 
from Coast to Coast 
Dept. B., 50 Church Street 
New York 7, N. Y. 


Pages are collated; action Releases pedal as she stacks. 
* starts for next set. « Elapsed time—five seconds. 


THOMAS COLLATORS, INC., Dept. 6 
50 Church St., New York 7, N. Y. 


Please send me details on the Thomas Collator. 


Nome. 


Firm. . 


, (69th Regiment Armory) Sept. 27 to Oct. 1. 
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facili- 
their 


companies have visited our new 
ties and studied the situation for 
own interests.” 

The “sun condition” arises from east 
and west elevations, the length of the 
office area. To control outside light, 
there are horizontally - regulated vanes 
about a foot in width and five feet in 
length, installed along the east and 
west windows the length of the build- 
ing. On the north, where the sun 
doesn’t pose such a problem, the out- 
side vanes are more or less fixed ver- 
tically. 

To approach the ideal in interior tem- 
perature control (along with 
lighting), convector radiators are in- 
stalled along east and west walls be- 
neath the windows. While the regular, 
large office areas have their temper- 
ature regulated by thermostats properly 
placed therein, and operating the air- 
conditioning equipment, the wall radi- 
ators are turned on only when outside 
thermometers indicate the office walls 
are below normal temperature in the 
winter. Thus workers along the win- 
dows feel no cold from the wide expanse 
of glass, because of automatic radiator 
regulation depending upon outside tem- 
perature, 

The vanes in the summer contribute 
to interior coolness as well as lighting. 
American Sterilizer considered venetian 
blinds as an alternative to the present 
vanes, but the former were thought too 
cumbersome while posing another jani- 
torial problem in’ maintenance. The 
vanes are controlled, east and west, by 
hand cranks at regular intervals along 
the sash. 

Executive offices, partitioned off from 
the remainder of the office area, feature 
split-sheath paneling, on canvas back, 
applied like wallpaper, and special 
“high-red” lighting brings out this 
paneling handsomely. The ceiling over 
the entire office area is of perforated, 
acoustical metal squares. 


good 


American Sterilizer was able, with the 
new facilities, to put into practice sev- 
eral needed, practical innovations lack- 
ing heretofore. The biggest in impor- 
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Makes 60 
Copies a 
Minute 


TURNS OUT 
© PRICE LISTS 
* MAILING 

PIECES 
* POSTCARDS 
* BULLETINS 
* MEMOS. 


Yes, the 
Speedliner 
you the 
need 
quick! 


Speedlines 
Duplicator 


NEW $7450 

gives 

help you ; 
when you want to produce lots of copies, 

No mussy stencils! Takes any size—post- 
card to 81%" x 14”. Like having dozens of typists 
around, A compact machine that makes copies 
in one, two, or up to five colors —-at one time for 
less than 1/3 cent per copy. No muss or fuss! 
Anyone can run it! 

Send for FREE BOOK 
spirit duplicating is, how it works 
to use it to help any business, 
service, 


TRY MACHINE 10 DAYS FREE TRIAL 


If not completely 
send check or write 


Tells what low cost 
and lists ways 
protession or 


satisfied return. If satisfied 


for payment plan 


SPEEDLINER CO. 
4404 Ravenswood Ave., 
Chicago 40, Ill. 


[] PLEASE RUSH ME FREE BOOK ON 
LOW COST DUPLICATING. 


Please send me one Speedliner Duplicator , 
to try 10 days no cost, If I'm not satisfied 
I'll return it. If | wish to keep it I'll send . 
my check or write for payment plan. 


NAME 
, ADDRESS 
CITY 


tee 


STATE 


DEALER INQUIRIES WELCOME 








TESLEECK’ 
oe ie Papers oe 


Reduce 
MAILING 
TYPING 
FILING 
Costs. 





me try: 
/ 


Fidelity 


Onion Skin 


For 


THIN LETTERHEADS 
COPIES 
RECORDS FORMS 





Send For Samples 





ESLEECK 
MANUFACTURING COMPANY 


Turners Falls, Mass. 











American Sterilizer's office manager, R. P. 
Martin, using intercom. 


tance, it is felt, is an intereommunica- 
tion system with some 23 units, elimi- 
nating a good deal of switchboard work 
and more closely coordinating all office 
work. All departments are closer, phy- 
sically, and with the intercom. 

All desks and files not new were 
repainted to tie in with an overall gray 
color scheme, Quite a few new pieces 
of equipment and furniture were added, 
to promote efficiency and comfort. The 
office stockroom is now more consoli- 
dated and delivery of supplies from re- 
ceiving to stock is simplified. 

To the casual visitor or observer, per- 
haps the most noticeable feature of the 
new office is the lobby, at one corner 
of the plant on the first floor. An all- 
glass, double entrance welcomes you. 
On the left, when entering, is a mural 
depicting medical surgery through the 
years. A large receptionist’s desk and 
switchboard, shaped something like an 
artist’s palette, is at the right rear. 
The remainder of the lobby area is 
given over to comfortable and durable 
chairs and lounges, with lamps, ash 
trays and tables suited to an atmosphere 
of sociableness. An automatic pas- 
senger elevator deposits visitors at the 
end of the office nearest the executive 
quarters. 

The new facilities (building and 
equipment) cost in excess of $200,000 
and company officials on the whole are 
enthusiastic about their new home. 
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The 
Thinking Machine 
of American 
Business 


Friden builds caiculators 
in a wide price range, 
in every size, 
for every figuring need 


Friden figure-thinking _ 


to save as others do 


PUBLIC UTILITIES...process volume figure-work in 
all departments with the fully automatic Friden Cal- 
culator. In engineering and maintenance operations, 
as in the general offices, Fridens reduce time costs 
on jobs from construction to billing. Figure-work, 
complex or simple, gets done faster with the Friden! 


INSURANCE AGENCIES...use the fully automatic 
Friden Calculator to insure accuracy and save time 
(often 50%!) in figuring commissions, premiums, 
prorata and short rate cancellations, endorsements, 
ALL insurance figure-work. The Fride n works so 
automatically no special operator training is needed! 


AUTO DEALERS...use the fully automatic Friden 
Calculator for budgeting, daily operating control, 
auditing of invoices and repair orders, to take parts 
inventory, figure tax accruals. The Friden helps hold 
office and shop hours spent on figure-work to a min- 
imum — saves so much time it pays for itself quickly! 
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Everywhere in business you find 
Fridens. Because the Friden per- 
forms more steps in figure-work 
without operator decisions than any 
other calculating machine ever de- 
veloped. Each automatic Friden 
decision reduces business overhead 
costs by saving human time. It’s 
likely your business can’t afford 
NOT to own a Friden. See what 
you think when you see the Friden 
figure-think. Call-in your nearby 
Friden Man and watch a demon- 
stration! Friden sales, instruction 
and service available throughout 
the U.S. and the world. FRIDEN CAL- 
CULATING MACHINE CO., INC., San 
Leandro, California. 


© Friden Calculating Machine Co., Inc. 





* THE DECORATION & DESIGN 
* ALL THE FURNITURE 





FOR YOUR 


If you need help in the 
complete planning and fur- 
nishing of your offices . . . if 
you want them to be differ- 
ent and distinctive, yet 
sensibly efficient, you'll 
welcome the single-source 
convenience of our service. 
Our trained experts plan 
and take over the entiré job 
of design. Our specialty is 
to provide unusual furni- 
ture, CUSTOM-MADE, | 
| planned to your work needs 
+». at a practically-low cost. 


eh in 


Peter Rep Pad Ae ade} eke Daa 


- 


} 
| 
| 





Serving America’s lorgest on a national basis. 
Your inquiries will receive our careful attention. 


Office ATlantic 1-2277 
uipprmene Corp. 719 LIBERTY AVE. 


PITTSBURGH 22, PA. 
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Data Transcriptions 
Can Multiply Fast 


LESLIE H. MATTHIES 
Vice President, Los Angeles Chapter, 
Systems & Procedures Assn. of America 


INK-N-TROL 
is the FIRST 
Ball Pen 
that writes in 
EVERY Position 
. writes to 
the LAST DROP 
OF INK 


OMETIMES little things in systems | 
work will bear analysis that can 
achieve rather startling savings. | 

Take the transcription of a few items | 
of data. 

During a systems survey for a large 

manufacturer, an analyst designed a 
form that carried 35 items of data. An 
operating supervisor noticed a_ blank 
space on the form draft and asked for 
three additional items of data because, 


| Exclusive Patented 


| AIR VALVE 


he said, “I might want that information 
sometime.” 


The local plant alone used over 4,500 | 
of these forms each month. The analyst | 


figured that these thvee extra items 
would require extra work of writing, 
carrying, checking and posting 13,500 
extra items per month! That was over 
160,000 items a year, extra. On 
writing alone, each item required six 
typewriter strokes. This would consume 
an extra 960,000 typewriter strokes in a 
year. 

By now the analyst was certain that 
those extra items were not going on the 
form, but just for the sake of research, 
he decided to run the implications down 
a little further. He found that the ac- 
tivity on this one form was just the 
beginning. This information was copied 
onto 16 other forms before the systems 
cycle reached completion. Some of these 
other forms were action forms, some 
were reports, while others were records. 

The clerks along the way had no way 
of knowing that these extra three items 
were not particularly useful. They 
would copy the three right along with 
the other data. 

The analyst figured al/ the keystrokes 
necessary on all forms that the “extra” 
three items would be copied to, and 
came up with an annual total of 610 
extra work hours. The extra keystrokes 
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INK-N-TROL has it 


the | 


does it... only 


UNIVERSAL 


ee 


Giant ink cartridge holds twice 
the ink of the average pen . 
air valve pressure keeps ink 
flowing freely till the last trace 
is used . . . ink cannot clog or 
leak . . . air pressure keeps ink 
flowing in EVERY position—even 
straight up over 
your head. 











Cake” Sa 
a Geenatined by > 
Good Housekeeping 
The patented eas sovransse AES 

AIR VALVE is an 

exclusive INK-N-TROL feature— 

no other ball pen has it. It 

corrects the glaring weaknesses 

of other ball pens—short lived ink 

cartridges, clogged ink and inability to 

write flexibly and fluently in 

Your stationer or office- 

supply house has it. 


EVERY position. 
VEAR’s SUPPLY 
q Universal Pen Company 





serviceability. In a wide 
range of colors. By far the 


ern—a precision writing in- 
most efficient office pen. 
REFILL 


strument, built for sturdy 
Only 49¢ 


INK-N-TROL is sleekly mod- 
PATENTED 
146 West 26th St., New York, N. Y. 





Save $$$ for only 25c with 


COLUMBIA ENVELOPE KIT 


Plus Mailing Cost Calculator 
QUICKLY HOUR: 


Cost of any direct mailing 

Cheapest method of handling 

Cost of production and mailing 

12 ways to improve results 

Proper envelope selection 
Another Columbia feature, the Aristocrat 
Side Seam Envelope, permits printing entire 
back of the envelope without seam inter- 
ference. Columbia’s design studio and com- 
plete manufacturing facilities assure speedy 
delivery of orders in any style, color or 
size, tinted, striped or embossed. 


COLUMBIA ENVELOPE CO. 


2013 N. Hawthorne Ave., Melrose Park, Ill. COLUMBIA 
Specialists in Envelopes Since 1911 Baye" 


Columbia Envelope Co. 
: _N. Hawthorne Ave., Melrose Park, 


. I enclose 25c. Please rush new Kit and Calculator 
- Name 


Firm 


atl 








Address 
City Zone___State. 
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at all plants of the company would be 
4,270,000. All this would cost the com- 
pany an extra $6,075 a year. 

You and I could question just how 
he did arrive at some of the figures. 
Maybe they were less, maybe they were 
more than he figured. The main point 
of his research is: transcriptions are 
costly. Those three little items that 
somebody “may want sometime” look so 
easy to get. They look so innocent, so 
cheap. Why worry about them? Let 
the fellow have them. 

secause he knows better, the systems 
analyst should question every item of 
data that he proposes to carry through 
the system: Is it really essential? What 
is it used for? Should it really be in- 
cluded on this form? 

“T might want it sometime,” is not a 
good enough reason for carrying sys- 
tems data. Let’s keep this in mind when 
we feel a form coming on. 


National Conference 
& Exhibit Calendar 


American Statistical Assn., Mount Royal 
Hotel, Montreal, Sept. 10-13. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 18-22. 

National Business 
Broadmoor Hotel, 
Colo., Sept. 25-29. 

Life Office Management Assn., Shoreham 
Hotel, Washington, D. C., Sept. 27-29. 

National Business Show, 69th and 71st 
Regiment Armories, New York, Sept. 
27-Oct. 1. 

Controllers Institute, Mdgewater 
Hotel, Chicago, Oct. 10-13, 

National Institute of Governmental Pur- 
chasing, Statler Hotel, New York, Oct. 
10-13. 

American Bankers Assn., Atlantic City, 
N. J., Oct. 17-20. 

Office Management Div., American Man- 
agement Assn., Astor Hotel, New York, 
Oct. 20-22. 

(Continued on page 140) 


Forms Associates, 


Colorado Springs, 


Beach 
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If you own any of 
these Typewriters. . . 


Underwood 


... Auto-typist can turn it into 


an Automatic Typing Machine 


"i The Auto-typist will turn 
any office typewriter 
into an automatic letter- 
writing instrument. It will enable a 
typist to turn out 100-125 average- 
sized letters a day per unit. One 
operator can easily handle four or 
five Auto-typist units. 

Automatic typing will slash your 
office correspondence costs. With 


well over half of business letter vol- 
ume falling into the routine cate- 
gory, the Auto-typist method of 
precomposed letters or paragraphs 
offers a definite saving to every cost- 
conscious organization. 

Models for Every Size Office 


Awite-typist 


World's Largest Manufacturer of Pneumatic Typing Machines 


write today 

for Information About 
Automatic Typing, and 
How It's Used Today 


Name 


Company & Title 
Address... 


City 
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American Automatic Typewriter Company 
Dept. 59, 614 N. Carpenter Street 
Chicago 22, Illinois 








Zone State 





DO Xe 


Continued demand by dealers has added 
letter size and legal size desk letter trays 
to the quality line of DORO office furniture. 


No. 5 
Letter size 


No. 6 


Legal size 


. with full green felt bottom, finished in 


oak, walnut and mahogany. 
Desks 
Sectional 
Tables 
Costumers 


300k 


ses 


Write for free catalog and price list to: 


DORO MANUFACTURING COMPANY 


220 WEST INSTITUTE PLACE 
CHICAGO 10, ILLINOIS 


or see us at 


SPACE 602A 


at the NSOEA convention 
September 18th-23rd 





(Continued from page 138) 

American Institute of Accountants, Wal 
dorf-Astoria Hotel, New York, Oct. 
17-21. 

National Assn. of Bank Auditors & Con- 
trollers, Fairmount Hotel, Fran- 
cisco, Oct. 18-21. 

Systems & Procedures Assn. of America, 

Hotel, New York, Oct. 


San 


Commodore 


95.97 


male 


Industrial Management Society Time & 
Motion Clinic, Sherman Hotel, Chicago, 
Nov. 10-12. 


Checksigning 


(Continued from page 86) 
Transactions usually call for numerous 
supporting papers as a basis for check- 
signing. Meeting the primary demands 


| of sate and speedy handling of checks 


must include: protection from forgery, 
best signature on every check, speedy 


| signing, economical signing, foolproof 


control. 

It is possible today for an office to 
sign all checks in minutes which would 
take a person an hour to sign by hand. 
The average businessman can sign about 
250 checks an hour: the responsible 
executive who signs checks may now 
have complete lock and key control. 
Should he so desire, the signature 
plates may be removed from the ma- 
chines at completion of any signing 
operation. The responsible signer may 
carry his plate with him and lock it up 
in his desk or private safe. Machines 
lock with two separate keys and, with 
signature plates removed, cannot be 
operated until both keys have been 
inserted and turned, like going into a 
safe deposit box in a bank vault. 

Dating of checks can be provided for 


| in this simple process to greatly contri- 


bute to the speed, accuracy and com- 
pleteness of the operation. A machine 
also counts the checks as it signs them 
and, if a predetermined number of 
checks is to be issued, the counter on 
the machine provides a_ back-check of 
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STUFF ENVELOPES 
> TIMES FASTER 


than by hand with 
NEW COMPACT 


od 


— t 


Save Time ... Money . . . Labor—Mail- 
ings go out on time .. . and you save 
while doing it . . . when you use IN- 
SERT-O-MATIC. No more costly bottle- 
necks that mean overtime . . . no more 
staying late to get mailings out... no 
more frayed tempers. 


Inserts 3,000 Pieces per Hour — Several 
pieces, after being collated, can be in- 
serted into any #6 to #10 stock en- 
velope, including odd sizes or window 
styles. 


These Features Save You Time and Money 
- Automatic check 5. Fast, efficient, 
detector guaran- fool-proof. 
tees single check 6. Inserts | to 6 fold- 
insertion.* ed sheets with or 
. Can't damage without staples. 
enclosures. - Compact . . . uses 


. | 
- Entirely automa- deatienier. than a 
tic. 8. 3 


Automatic 
. Easy to operate. opener. 


flap 


*Check detector, sealing and flap closing 
attachments available. 


PRINTING DEVICES, inc. 


Melrose Park, Ill. 


1707 North 25th Avenue °@ 
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", INSERT- 0 - MATIC 


MODEL 51 


‘795 


complete 
plus taxes 


Easier to Use Than a Duplicator —Any 
office girl can operate the INSERT-O- 
MATIC and replace slow, costly insert- 
ing by hand 5 times faster and with 
greater accuracy and neatness. 


Send coupon today and learn how you can 
get mailings out 5 times faster than costly, 
time-consuming hand stuffing. 


FREE BROCHURE 


Printing Devices, Inc. 
1707 North 25th Ave. 
Melrose Park, Ill. 
Please send me your FREE BROCHURE—’’Does 
the work of 5 girls.’ 


Dept. 0-9 


Nome__ , 
Company____ - - 
Address J : 5 = 


Zone____ State_ 





COLE'S 


ONE DRAWER letter file with 
spring compressor. Smooth glid- 
ing, roller bearings. 1434" w., 


12/2" h., 16" d. No. 111, $12.50 


Legal size. 1834" w., 12!/" h. 
16° d. No. 222 . ..... $14.50 


SAFETY CABINET built of heavy 
gauge steel. With lock and key. 
143%," w., 12/5" h., 16" d. 

Ma; t2k-.::. $12.50 


Jumbo-size 1834" w., 12!/>" 
16" d. No, 


Letter file. . 702. Letter file ; . Letter file No. 706. Letier file, 
30'//2"" h., 16" plus 4 x 6 card file. afe unit. 14%" sfe and 4 x 6 drawers. 
.. $30.25 14%"' w., x 36%" h : 14%'' w., x 36%"" h., x 

16 i. 


No. 701. Legal 
$ 


x / 
. $37.45 16'' d. $37.45 
34.65 No. 703. Lega! size with 183/,,"" 46 tay No. 707. Lega! size, 
x 8 drawers, $44.25 with 5S x 8 drawers. 
$44.25 
Colcrs: Olive green or Cole gray finish. 


LOCKS for all units on these pages, $2.10 per drawer. 


COLE STEEL EQUIPMENT COMPANY 
285 Madison Avenue, New York 17 N.Y 





Laterlock 


The cabinets illustrated on this and the 
opposite page represent only a few of 
the combinations made to meet your 
own particular needs. They can be 
interlocked with standard 3x5, 4x6 or 
5x8 card cabinets. Cole's ''Interlock”’ 
units are small enough to fit into any 
closet or corner, yet large enough to 


house any filing system. 


PRICES SLIGHTLY HIGHER IN TEXAS, 
COLORADO AND WEST OF THE ROCKIES. 


| 


ay | 8 


Letter file 
“legal blank'"’ 
. 4% w x No. 710. Double "legal 
h.,x 16'' d, $31.50 blank''drawer x 5 

card files alu fet 
No. 709. As above but unit. 1834"' w. 
“legal size'' width. Ya. 
‘ . $42.95 








SYSTEM 


ADD-A-SECTION 


Cole’s popular interlocking units will save you 
time and valuable space. Designed so that you 
can build your own filing system to suit your par- 
ticular needs. These are all 16° deep, 1454" wide 


(letter size). 


CABINET for 4x6 CARDS 
No.C3462 $7.20 





CABINET for 6x4 CARDS 
No.C3364 $20.00 


CABINET for 9x 6 FORMS 
No. C3962 $19.20 





‘LEGAL BLANK‘ Cabinet 
also used for stationery 
and office forms 


No.C166 $12.50 


LETTER SIZE FILE 
No.111 $12.50 


PRIVATE SAFETY Cabinet 
No.121 $12.50 














SANITARY BASE 
lo.111B $6.25 


pe TE 
we ee 





SEND FOR COLE'S LATEST CATALOG 


COLE 


in <8 ee OO RORE 0) ee ROR area) a 


285 Madison Avenue, New York 17, N.Y 
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* CONVENTION BOUND 
FRADKAL Mean Write PRODUCTS 


We'll be looking for you in Chicago... AT BOOTH 42! 
Please look for all of us, too! 





Yes, and once you see and try the complete FRANKEL line, you'll know 
why the name “FRANKEL” means top quality. For almost half a century, There ere still a few 
FRANKEL’S pioneering and research have made the FRANKEL products exclusive franchised 
the finest in the field, with top national acceptance and use! FRANKEL’S dealerships available. For 
pioneering dates back to 1906, and since that time, FRANKEL was one of further information, see the 
the first to pioneer pure silk typewriter ribbons, In 1923, FRANKEL FRANKEL representative 
pioneered protein stencils...in 1928 FRANKEL pioneered the printing in Chicege, or write 

of the scale on top of the stencil instead of on the bock. - In 1930, directly te 
FRANKEL pioneered the crystal (film) stencil . .. now, the ATOMIC “GREEN y 

STENCIL, the NYLON RIBBON, the GESTETNER TUBE INK, and now the COREE HFG, G., 
KLEAN WRITE No. 777—A MIRACLE-DRY INK! Look for us in Chicago .. in Denver. 

Booth No, 42... and see why FRANKEL meons quolity! 











FRANKEL MANUFACTURING COMPANY 


285 RIO GRANDE BLVD. + DENVER, COLORADO 


“The line that is imitated but not duplicated” 
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dependable accuracy. 


It is possible to endorse and date your 
cheeks with the same machine and at no 
additional cost. The makers of these 
machines have sought the utmost in 
simplicity of operation so that they ean 
be operated efficiently by any clerk with 
no training or experience. 

In using one system, checks are 
dropped into an opening at the top of 
the device and electric power takes 
over, the action being automatie from 
end to end. The dies used are made of 
Parabutens which is light and practi- 
cally indestructible, outlasts metal. Re- 
movable signature dies may be _ inter- 
changed in a matter of seconds. The ink 
fountain has the same type of ink dis- 
tribution as used on printing presses. 
When refilling becomes necessary, after 
a half million or more signatures, it is 
a matter of pouring ink into the Zoun- 
tain up to a plainly marked level and 
the machine is immediately ready for 
continued operation. The machine dates 
the checks as it signs them in one opera- 
tion. It stacks the cheeks in sequence 
so that it’s easy to check back if neces- 
sary and if the checks have to be 
matched with other papers after they 
are signed the job practically is made 
automatic. This signer can be changed 
to become a check endorser, as well, 
so that bank deposits can be made up 
quickly and endorsements on all cheeks 
is clean. Every incoming cheek is en- 
dorsed with no skips, or misses. 

In nearly every office, a daily chore 
is taking the receivable checks for the 
day and running an adding machine 
tape to prove the total deposit. Instead 
checks are laid on top of the endorser 
and each is listed. The machine drops 
them into the slot at the top of the 
machine where they are dated, endorsed 
and stacked in correct sequence. De- 
posits may be made later in the day be- 
fore bank closing time. 

Efforts have been made in recent 
years to bring modern check signing 
efficiencies to the small office as well as 
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it’s Revolutionary... 


curs 
SHIPPING 
PAPER 


The new Weber Teb-On Stencil is prepored 
aviemeticelly with the typing of the in- 
voice of bill of teding 


With the Weber Teb-On Stencil end hend 
printers you con address labels, tags of 
containers ot @ rate of 50 per minute 


Yes, here’s a fasier, more economical way to address 
containers for shipment with the amazing new Weber 
Tab-On stencils. Eliminates delay . . . when shipping 
paper work is made out stencil isautomatically prepared 
in same typing. Then just clip stencil to Weber hand 
printer and you're ready to address labels, tags or con- 
tainers .. . addresses 50 per minute . . 7500 without 
re-inking. Saves typing time, eliminates errors. It's low 
cost, too... less than 2c to prepare a stencil including 
labor and material. 


d for FREE 
od Information On 
b-On-Stencil 


another------ --s 


Weber 





Detaile 
the Weber To 
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system: 

Name ‘ 
Firm i 36 ; P ‘ ; 
Title ° : ' 
Address d's ; 
City . Pye . . State ‘ 
WEBER LABEL AND MARKING SYSTEMS, ‘ 
ept, 0-94, Mt. Prospect, III. ; 

Div. of Weber Addressing Machine Co. H 
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SEES 
gains 
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ADDISON 
TYPEWRITER 
RIBBONS 


— inked by our 
own superior formula to produce 
attractive executive correspondence. 





NO CURL 
NO SMUDGE 
CARBON 


{aw x 
LN Vi} ) | 
WO BE 


il 
y 


— lies flat, won't 
curl, turns out sharp, 
easy - on - the - eyes 
carbon copies—and lasts longer. 





Get the office team that lightens 
the load of your Typists. Ask your 
Dealer or write to us. 


PEERLESS IMPERIAL CO., Inc. 


PR cs 


28 Peerless Place 


Siareuers 5, New sareny 


NY i ) ‘ St. ° Chicage 2,179 W Wa 


| to the large one, with carefully super- 


vised controls of supporting papers for 
accounts payable by trained personnel. 
Checksigning has beeomes a_ standard 
office procedure under the control and 
supervision of the checksigning author- 
ity. The whole load is taken off the 
shoulders of a top man and the function 
of check handling is on a modern and 
automatic basis. It has been said from 
experience that any business office that 
has 250 checks to sign in each week can 
use modern checksigning equipment 
with benefit, saving and profit. 


Numbering Machine 
For Terminal Digit 
Indexing 


L. E. GRIFFITH 
Hospital Care Assn., Durham, N. C. 


UMBERING machines are in such 
everyday use that we are apt to 
think the present design of the ma- 
chines is the best possible for all num- 
bering operations. The numbering of 
any document for identification is done 
with a purpose. Apart from providing 
the document with an identity, it also 
provides a feature by which the docu- 


Usually numbering machines print numbers 
like this: 


oe 


‘990 999 





4 4 
ie oa | 
A suggested arrangement of numbering ma- 
chine digits for use in terminal numeric filing 


99 99 99 


SPACES 
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This new pen without filler-assembly 
is called DUO-CART because of the 
two ink cartridges, one working 

and the other as reserve. 

It was exhibited for the first time at 
the Fiera di Milano during April. 
The modern styled DUO-CART has 
an adjustable feeding system, 

which operates through a variation 
of the rate of the air adduction. 

The nib is of the semi-shielded type 
and is built of 14 carat gold, 

fitted with a pure osmiridium tip. 

It is possible to select from 

a range of 11 tip styles. 

The cap is made of 

18 carat gold plated ZR alloy 

or of a stainless white alloy. 

The pen is refilled by an ink cartridge 
plugged into a cartridge holder, 
independent from the external body. 
This holder contains two cartridges 
each of which is used in turn 

by reversing this cartridge assembly. 
The cartridges are made of polithene 
and have an ink capacity 

of 1,300 cm3 each 

An acoustic device gives a constant 
reminder when only one cartridge 
remains in the holder. 

ITALIAN PATENT 8108-Patents pending 


AURORA 88 
1, via Arcivescovado-Torino-ltaly 





ayalybocy 


’ ...but EVERYBODY... 


mes SWF 


LS 7 
aN They rush in twenty times a day: “Where's the Swift?” The machine weighs 

only 614 Ibs. so it moves all around from office to office and desk to desk. My girl friend 
couldn't believe that this wonderful Swift adds and multiplies up to 10,000,000 with 

a flick of the wrist. Where she works they have only a heavy, non-movable machine and 
everyone has to “stand and wait” to use it. I showed her the visible dials, the 

large clear type, the two-color ribbon and even did 150 operations 

a minute for her. 


P. S. Some of the men would like to take ithome ff My beloved 
in its zippered case to finish work at night — but Me, Swife costs 
I lock it in my desk drawer! $ 
At better Office Machine Dealers everywhere or write for information TODAY only 950 
SWIFT BUSINESS MACHINES CORP. ; tax 
Great Barrington, Massachusetts 
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FIRST THOUGHT-UNIT FOR SORTING 
AND FILING. 


SECOND THOUGHT-UNIT FOR SORTING 
AND FILING. 


THIRD THOUGHT-UNIT FOR SORTING 
AND FILING. 


In a terminal digit filing system, the thought-units used in reading the numbers are identical 
with the three main divisions of the system itself: primary, secondary and tertiary groups 
reading from right to left. 


ment may be sorted, arranged and sub- 
sequently filed. It is important that the 
number should be in its most readable 
form for reading, sorting and filing pur- 
This frequently is not the case. 

There are four or five numerie ar- 
rangements in common use for both 
numbering and filing purposes. Here 
we will consider only the design of a 
numbering machine as it applies to a 
terminal digit system. <A similar ap- 
proach to that adopted here may be 


poses. 


A complete line of high 
quolity seating. Shown 
here are three models, 
representative of three of 
the series of Aluminum 
Business Choirs. 


used to consider numbering machines 
for consecutive numeric, duplex numeric, 
decimal numeric, and code numerie sys- 
tems. Although we have given no con 
sideration to a printer’s numbering ma- 
chine which is used on printing presses, 
a like approach could be developed. 

It is unnecessary to describe a termi- 
nal digit numbering arrangement other 
than to state that’ in, say, a six digif 
system, the digits are usually read for 
sorting and filing purposes in groups of 


All Cramer chairs in these 
series have molded toam 
latex cushioning, replace- 
able covers, seat height 
adjustments on swivel 
models and other feo- 
tures. 


See Cramer in Booths 
147-148 at the 
NSOEA Convention. 


Model 923 


Seat 19° x 18° and fea- 
turing famous Cramer 


"Roll - Tilt” 


bal! beanng 


seating mechanism 
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The most wonderful 
thing you could do 
for a wonderful 
secretary! 





Make your own 
Letterex test! 


Morr 


N PAPER SETS 


So you can 
really TRY IT— 


WRITE FOR 
Prices and Samples 
TODAY 


The LETTEREX CORPORATION 
1640 Connecticut Avenue 
Washington 9, D.C. 


ltwo from right to left. For reading, 
reference and identification purposes 
| prior to the sorting or filing stage, the 
| digits are read in the conventional man- 
'ner from left to right. In other words, 
in the same numbering arrangement we 
must read a number from both right to 
left and left to right, according to the 
function the number is performing at 
that time. 

Generally the figures on numbering 
|machines in common use are designed 
primarily for the reading as opposed 
to the sorting or filing function. Even 
here, however, it would appear that the 
underlying assumption is that people 
read all the figures in a six-figure sys- 
tem one thought-unit. Now we 
| know that reading skill, like any other, 
|may be improved with practice but as 
a general rule office workers break down 
ja six digit number into two or even 
|three thought-units. For example, the 
number 347529 would normally be 
| thought of and comprehended as 347 529 
‘or 34/75/29 by the average worker, That 
| is true even though there is no punctua- 
| tion shown in the number. By the visual 
|} impact it creates, the mind inserts the 
punctuation or groups the digits so that 
they can be comprehended more easily. 
This mental breakdown of the number is 
a conscious thing and requires mental 
effort. It helps in reducing the mental 
transposition of individual digits within 
|}the number and henee errors due to 
transposition. 


as 


Experiments have shown that reading 
by thought-units is speedier and more 
accurate than reading the individual 
words or numbers in turn, which in 
themselves go to make up the thought 
units. So we suggest that improve- 
ments in the layout of figures on num- 
bering machines is desirable and neces- 
isary. For a terminal digit system, 
| punctuation between each group of two 
| digits reading from the right would 
allow the number to be read more easily 
| and the thought-units for sorting and 


es | filing purposes would be identical to the 
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keep coats in ‘‘bandbox’’ shape 


wrap racks 


a great companion 
for any office 


The Borroughs Wrap Rack is surety a morale booster. 
Here’s how! When a damp or wet (man’s or lady’s) 
coat is racked on a Borroughs, it dries evenly and 
smoothly, and not in a bundle of wrinkles. There is 
nothing more irritating than a wrinkled coat, espe- 
cially if it’s still damp at the close of the day. And 
you know there are a lot of wet fall days ahead. 
If you have an out-moded clothes horse in your office, 
retire it to the farm, and get a Borroughs Wrap Rack. 
There are models to hold 6, 12 or 

24 coats and hats. Write Joe Davis Ne 

for Borroughs’ new Metal Office 

Furniture catalog. It’s a mighty 

good thing to have around. 





BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK amp KALAMAZOO, MICHIGAN 
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FIGURE COLUMNS 


” pied oe Gi. y, 
re 14.8 St 














E— 


8 
id 


SPACE COLUMNS 


actual filing divisions of the system. 
Machines can be made with the fea- 
ture of punctuation outlined here and 
the cost would be some tew times the 
cost of its conventional counterpart. Al- 


Otherwise the carry- 
forward figure is 
shown in_ figure- 
column 3 and does 
not affect space- 
column B. 


lf machine now 
shows digits 99.. 


Similarly, carry-for- 
ward figure from 
figure-column 4 
would not affect 
space-column A but 
would affect figure- 
column 5. 


after the next 
depression it will 
show digits 100. 








though terminal digit systems have be- 
come much more popular in the business 
field, as vet there is no machine designed 
specifically to satisfy all the require- 
ments implicit in the system itself, 





Prints thru a ribbon in consecutive or 
repeat impressions. 

Skipper provides for 
dressing. 

Makes clear carbon copies. 

Takes any size sheet up to 14'' x 17". 

Listing table can be used 

Speed up to |!200 |.P.H 

Embossed plates only 5c 

hour mail order service 


‘95° 


Plus $5.70 
Fed. Ex. Tax 


selective ad- 


each. 48 


27 Huntington Ave. . Boston 





Check the New 


Uses metal plates that change auto- 
matically 
Feed hopper capacity 150 plates. 


NETTLE MANUFACTURING CO. 


16, Mass. e 


Dealers in principal cities. 


MODEL 500 





WITH 
AUTOMATIC PLATE FEED 


Send for Circular 'E’ 
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____ Eee 
SA VE w to AQ%* TyPHING COS TS 


NEW OFFICE- SIZE 


PECK & HARVEY 


CopyMaster 


AMMONIA-DRY 


‘WHITEPRINTER 


Speed Operations 
in Office, Lab or Shop 


with Whiteprint Automation 


A THOUSAND OR MORE LETTER OR 
LEGAL SIZE COPIES PER HOUR 


@ This modern dry process whiteprinter brings new tim 
saving, work-saving efficiency in office procedures, purchasing methods, 
sales and production operations. With the new P&H Office-Size COPY 
MASTER, anyone can make exact, same-size whiteprint copies of forms, 
letters, reports, diagrams, drawings, ete.—from any translucent original 

for immediate use. Pays for itself over and over again! Specially d 
signed width capacity of 20-inch plus, for cut sheets or roll stock. Syn 
chronized chain and developing up to 30 ft. per min., with full stop 
and reverse control, Easy to install and operate, simple to maintain 
Priced at $1295 


Other P&H whiteprint outfits from $69 
Send for Bulletin 54¢ 


RNA Oe 
REPRESENTING 


Peck & HARVEY 2° 


5635 N. WESTERN AVE. * CHICAGO 45 
Since 1937 » Over 15,000 Machines in Use 
MFRS. OF WHITEPRINT, BLUEPRINT & PHOTOCOPY EQUIPMENT 
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‘Today theres a simple way to keep the records straight! 


It can straighten out sales and order analysis. And inven- 
tory control, too. It’s McBee Keysort, and here’s what 
it did for Allied Appliance Company, one of Boston's 
leading electrical appliance distributors 

“Keysort saves us $20,000 a year as compared with 
our previous system,” says Allied President Ralph Cron 
“We get the figures we need without specially trained 
personnel or expensive — and noisy — machines What's 
more, we get the figures on time.” 

Allied works with the manufacturers it represents on a 
basic control system. It furnishes the manufacturers with 
weekly sales and inventory reports, compiled from 
Keysort cards which serve as automatic reorders. This 
system enables each manufacturer to schedule his pro- 
duction and distribute his work load 

Keysort maintains a constant and adequate inventory, 








MAIL THIS COUPON TODAY 
The McBee Company * 295 Madi 





MATERIAL COSTING 


ORDER 
our 0 ANALYSIS AND INVENTORY CONTROL 
10N 


PAYROLL AND PRODUCT 
LABOR COSTING CONTROL 
FIRM. 


0-9-54 
Ave., New York 17,N.Y. 
We're interested in knowing how KEYSORT can improve 








BY. 








eliminates Allied’s out-of-stock problems. Thanks largely 
to Keysort, Allied’s statistician can keep management 
informed on the firm's share of market, sales perform- 
ance, sales by area, sales costs and replacement factors. 

Executives like Mr Cron in almost every kind of busi- 
ness are using Keysort to save time, money and worry. 
Keysort sales have multiplied tenfold in just a few years. 

If you're having trouble keeping your own records 
straight, look up the McBee man near you. He's trained 
to study a situation and give frank answers. Ask him to 
drop in Or mail the coupon 


THE McBEE COMPANY 


Sole Manufacturer of Keysort — The Marginally Punched Card 
295 Madison Avenue, New York 17, N. Y. 

ty Offices in principal cities. The McBee Company, Ltd., 
11 Bermondsey Road, Toronto 13, Ontario. 
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feature for feature— 
the LOWEST PRICED 
adding machine 

on the market 


For ease of operation Keys need Odhner is electrically engineered. 


less finger pressure, do double- § Made by the makers of Igy A\@LEE 
duty to cut waste motion. . 


For noiselessness Unique rotary § supERIOR SERVICE. Factory-trained, in 
drive ends vibration and rubber 125 cities coast to coast. 10-year back- 


cushions deaden sound. log spare parts in U. S. A. Built in 
sections with all parts easy to get to. 





world-famous 10-key touch calculator. 





For speed Keyboard fits the hand 
—all keys are in easy reach. WHO QUALIFY 


*pronounced ODE-NER 


A FEW TERRITORIES STILL OPEN TO DEALERS 





You can count on 


See your local dealer or write 
Odhner Div., Dept. O, FACIT INC. dhAner 
500 Fifth Avenue, New York 36, N. Y. or 


114 Sansome St., San Francisco, Calif. , , 
Adding Machines 
SOLD AND SERVICED THROUGHOUT THE WORLD 
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ee PRINT-O-MATIC 


MODEL 5A 
ROTARY STENCIL DUPLICATOR 


MORE FEATURES than found oot 
on duplicators costing $7500 


TWICE THE PRICE OR MORE! = as Fe Ton 


COMPLETE WITH sup- 
ply of IMPRESS “For- 
mule 27” instant-dry 
Ink ond IMPRESS 
‘Twin-Pakt’’ Stencils 


AUTOMATIC ROLLER RELEASE 
Impression Roller cannot 
contoct Drum unless se 
is feeding through 
machine! 


INEWE 22% arc ne 
NEW! eszresncn 


NE w! i 





PLUS many more ADVANCED FEATURES 
FOR TOP STYLE... PERFORMANCE. .. VALUE! 


Sx ty, ae @ “INSIDE INKING” — puts ink exactly where needed 
Ors ie @ Oil IMPREGNATED Nylon bearings throughout 
@ COVERED CYLINDER protects against dirt and dripping 
@ COUNTERBALANCED DRUM for smooth, fast action 
@ PRINTS ANY SIZE — post-card to legal size 


This new, Print-O-Metic, newly de- © STREAMLINED DESIGN — compact, portable 


signed and engineered, features the 
sensational Automatic Roller Release ; 

that ends forever, dirty, inky rollers. The PRINT-O-MATIC COMPANY, INC. 
Truly @ deluxe machine. Yet priced Merchandise Mart @ Chicago 54, Illinois 

within your budget. More than ever, 

Print-O-Matic is the world's greatest Representatives 


duplicator value CHARLES T. BYRAM SAMUEL KIRSCHNER WM. A. KEENAN 
| 420 Market St. 601 Brightwoter Cr. 20%2 No. 29th St. 
WRITE TODAY | Sen Francisco 11, Calif. Brooklyn, N. Y. Billings, Mont. 


FOR COMPLETE DETAILS CANADIAN DISTRIBUTOR: NAUTA BROTHERS, 57 Queen St., W., Toronto, Ont. 
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COMPLETELY AUTOMATIC 


























World’s Finest Electric Pencil Sharpener 
PROVEN THROUGH 13 YEARS OF SATISFACTORY SERVICE 


The Electro-Pointer has an easy-to-see front opening at the 
natural writing angle... sharpens pencils instantly. 
Sharpens just enough. . . does not chew-up pencils. - . 
beautifully designed. looks well in any office or home. 


CALL YOUR STATIONER OR WRITE 
STARTS 
AUTOMATICALLY os Tl C - T 
Just insert pencil and L E. R A 
it starts automatically 
.. then check length of 
BL ter erened ent lancuglaclctetd. (NC. 


SAVES TIME, NO WASTE! | 1825 MACKLIND AVE. + $T. LOUIS 10, MO. 
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one for the day 


Though the Boss is out of the office, this may 
well prove to be a most productive day. He has 
gone to the National Business Show. He'll be 
back full of new ideas — ideas that will bring 
new speed and accuracy to office routine; 
new comfort and efficiency to office workers. 


Better than ever. This year two 
huge armories packed with time and money- 
saving ideas. Be sure to visit both. 


NATIONAL BUSINESS CHOW September 27 thru October 1 


1 to 10 P.M. Daily 


69th REGIMENT ARMORY 


26th Street and Lexington Avenue, New York 


71st REGIMENT ARMORY 


34th Street and Park Avenue, New York 


Rudolph Lang, Managing Director, National Business Show 
33 West 42nd St., New York 36, New York 
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“Cheer up girlie. If they don’t install ROL- DEX soon . 


we're all going to hire out as stevedores!!” 


Reduce labor turnover! 


Install ROL-DEX — 
Records Roll ...TO the B 
seated ‘operator, Cola te ka ak 
tigue ... lessens chance of Jim 
error. 
Convert to ROL-DEX 


working level files ! 
Write Dept. 0-14 


| LE L-OEX® WATSON MANUFACTURING CO... Inc. 


Established 1887 Jamestown, ieee York 





PUNCHED CARD RECONDITIONER 

Cummins-Chicago Corp., 4736 
Ave., Chieago 40, IIL, 
machine for 
has a capacity 


favens 
the 
recondition 


wood makes 
Carditioner, a 
ing tabulating eards, It 
of 12,000 hour 


is completely 


eards an and its action 


iutomatic. Before sorting 
or tabulating the cards (especially cards 
outside one’s 


through 


which come from sources 


own office), all eards are run 


the Carditioner which selects those bear 
ing paper clips, staples, mending tape, 
stamps or for other 


documentary any 


Cummi 
Carditioner 


i | 


- 


reason requiring hand inspection. Selec- 
tors are electrical in action, highly sensi- 
tive, and tolerances Jess 
than half the thickness of a human hair. 
All other cards, ineluding those which 
have folded or otherwise mishan 


dled, pass through a series of knurling 


adjustable to 


been 


and ironing rollers and are deposited in a 
separate bin, neatly stacked and in per 
fect condition for sorting or tabulating. 
Both 7%” edges of the tabulating cards 
are ironed out by this method of rolling 


and straightening which, in actual tests, 


reclaimed the majority of rejects, 
reducing their number as much as 66%. 
Machine is 40” long, 18” high and 12” 


weighs approximately 175 Ibs. It 


has 


wide: 
can be operated on any desk, table ol 


160 


stand and has all safety features required 
for protection of inexperienced operators. 
PHOTOCOPY MACHINE 
Ozalid, Div. Aniline & Film 
Corp., 172 Ozaway, Johnson City, N.Y., 
the Model 800° for 
translucent drawings 


General 
announces Ozalid 
reproducing and 
forms up to 42” wide at speeds up to 30 
ft. a minute. It offers front or rear de- 
livery and continuous operation with no 
handling of prints from feedboard to fin- 
ished delivery. A jet atornizer forees am 
monia under pressure into a vaporizing 


full development 
electronic speed 


tank for complete and 
The 


instant 


with lower waste. 


drive permits changes to any 


speed from 8” to 30 ft. a minute. A watt 
age stabilizer maintains constant print 
ing speeds by compensating for voltage 
fluctuations between 200-240 volts. Ther- 
uniform devel 


control assures 


opment and a manual control allows su- 


mostatie 


perb development of all types of sensi 
materials. The Model S00 


folder from above address, 


costs 


tized 


250, Free 
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COPYHOLDER CARBON BOX 
Manifold Supplies Co., 19 Reetor St., 
New York 6, N. Y.., 


carbon box whieh 


have developed a 
serves as a 
piece folds out 


locks to hold 


paper 
copyholder. A hinged 
from under the cover and 


copy material in position for convenient 
typing. It folds back into the box when 
about the box 


had 


not in Information 
and the 


from 


use, 


carbon it contains can be 


above address. 


FACSIMILE MACHINE 
Chesapeake Industries, Inec., 105 East 
106th St., New York 29, N. Y., announces 
that their subsidiary, Allen D. Cardwell 
Kleetronies Productions Corp., will make 
which 
of business 


facsimile equipment will greatly 


extend the range uses for 
facsimile communication, Cardwell equip 
ment (made under licensing agreement 
with Hogan Laboratories, Ine.) will fea 
ture continuous transmission with no need 
to stop, re-load and re-start the machine. 
This will permit an uninterrupted flow of 
There 


with 


copy for increased sending speed. 
will he a 
maintenance 


also compact recorder 


lower expense and virtual 
attendant-free operation. First Cardwell 
fax machines will be produced this month. 
Write address for additional in- 


formation. 


above 
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POSTAL SCALES 
Mfg. Co., 1236 Chicago Ave., 
makes the Y-Line of all 


steel postal scales in which mechanism 


Pelouze 
Kivanston, Tl. 


is firmly mounted on steel channel so that 
distortion of housing will not affect oper 
ation. Hairline indieator on flat pointer 
behind glass dial shows exact postage and 
anyone can easily insert a dial if 
Wide holds 


platform steady so that scale shows exact 


new 


postage rate changes. post 





weight at any point on platform. Larger, 


bolder figures indicate parcel post rates 
There are four models: Y-5 
for first 
class, airmail, merchandise, printed mat- 
post; Y-10 is 


goes to 10 Ibs, by 


by Zones, 

has capacity of 5 Ibs. by % ozs. 

ter, catalogs and parcel 

similar but ounces: 

Y-25 goes to 25 lbs. by ounces for parce] 
) 


post only; Y-50 goes to 50 Ibs. by 2 ozs. 
All are 814” 


for parcel post. high, 614” 


wide and deep. 
CARBONLESS FORMS 


Baltimore Saleshook Co., 3144 
ick Ave., Baltimore 29, Md., can supply 


Freder 


multiple forms without carbons, using 


NCR (no carbon required) paper devel 
and patented by National Cash 
Register Co. Free samples from above 


oped 


address, 





BALLPOINT PEN 
Universal Pen Co., 146 West 26th St., 
New York 1, N. Y., makes the Ink-N-Trol 
Ball Pen which writes in every position 
to the last drop of ink. Its large ink 
cartridge holds twice as much ink and 


its exclusive air valve keeps 
it flowing freely in every writing posi- 
tion until entirely used up. Ink cannot 


clog or leak, Ink-N-Trol pens are sturdily 


pressure 


made in a wide range of attractive colors, 
sell for $1.69. Patented refill with a 


year’s ink supply is 49c. 


TYPIST’S DESK-TCOP UNIT 
Mirsa Co., 1475 Euelid N.W., 
Washington 9, D.C., announces the See- 
retary’s Secretary a compact, desk-top 
unit which holds letterheads, 


St., 


second 
Carbon Paper 


Copy Paper , 


sheets 


t 
Stationery | 


Magic 
Arranger 
and 
Copyholder 


mode! 20-96 


Erasers, Pencils 
Envelopes 
sheets, carbon paper, envelopes, pencils 
and stationery for 
typing, the user picks the sheets needed 
for original, and and 
brings them onto the front plate where 


erasers. To collate 


copies carbons, 


162 


a finger lines up all the papers for 
quick insertion in the typewriter. This 
front plate also serves as a copyholder. 
The made of 
wood, 
little 
needed within 
clean and ready to use without opening 
desk drawers. Complete information from 


Seeretary’s Secretary is 
and takes 


keeps all 


finished, 
desk. It 


arm’s 


attractively 
the 
stationery 


space on 
reach, 


above address. 


TYPEWRITER 
Inter-Continental Trading 
West New York 6, N.Y., announces 
the Olympia SG 1 Standard Typewriter 
advanced feat- 


Corp., 90 


st., 


has a number of 
tures. Each of its 46 keys (92 charac- 
ters) are slip-proof and keytops are 
spring loaded for faster operation with 
lighter, less tiring pressure. Paper feed 
lever feed up to 18 line 
spaces with a single pull to bring paper 


which 


ean be set to 


automatically into typing position. In ad- 


dition to normal key-set tabulation, 


there are 8 decimal tabulator keys. By 
pressing a double space key, extra spac- 
ing is provided between 
each typed character, A correcting space 
bar allows typing a justified (straight) 
right-hand margin, as well as inserting 
omitted letters. Margin stops are fully 
visible and easily Margin 
also frees jammed type bars. Four point 


automatically 


set. release 
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ribbon control allows using top, bottom 
and middle portions of ribbons for econ- 
omy. Plexiglas paper rest has extendable 
scale for keeping all type matter visible 
when typing long sheets. Touch control 
has 8 degrees with the heaviest providing 
12 clear copies. Front scale bar and feed 
rollers are self-adjusting for different 
thicknesses of papers and eard = stock. 
Different length carriages are inter- 
changeable by turning two knobs. Avail- 
able in choice of large or small pica and 
elite types, literature from above address, 


MACHINE STANDS 

Tiffany Stand Co,, 7350 Forsyth, St. 
Louis 5, Mo., offers their 
5-color brochure showing all regular mod- 
el Tiffany stands and the new Ton-Tested 
Series. In developing the Ton-Tested 
Tiffany engineered the 
to precise Special 


new S-page, 


models, stands 


specifications, tests 


The — ina: 
GREATER THAN VER 


TIFFANY STANDS 


were devised to prove the strength and 
Sonie-Safe noise advantages and, in the 
brochure, reports from two nationally 
recognized independent testing labora- 
tories substantiate their claims. All fea 
tures of the stands are clearly shown 
with complete specifications for 
model, Typical installations are 
trated. 


every 
illus- 
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PHOTOCOPIER 
P & H Sales Corp., 5635 N. Western 
Ave., Chicago 45, IL, offers a free folder 
No. 54C5 which illustrates and describes 
the Peck & Harvey office size 
master for making ammonia-dry copies 


Copy- 
of any translucent originals. 


FOOTREST 
Mfg. Corp., 13 Broad St., 
Binghamton, N.Y., makes a footrest for 
office workers and machine operators to 
improve posture and relieve fatigue. 
Made of 16-gauge steel in two models: 
524 has first quality black corrugated 


Systems 


rubber matting which is easily cleaned 
and will not slip or slide; 525 has gray 
carpet matting reinforced with rubber, 
double thick and laminated. Footrests are 
15” wide, 12” high at front and 
3” high at rear. Model 524 (black) is 
$6; model 525 (gray) is $6.95, f.o.b. 
above. Write for illustrated literature. 


on” 


deep, “ 


TRANSLUCENT FORMS 
Transface Process Co., 333 Hudson St., 
New York 13, N.Y., have developed a 


Ls 


TRANSFACE 


SS 
—— 


line of translucent forms and analysis 
pads, after years of experiments, which 
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are printed both front and back for 
maximum results on whiteprint, 
photocopiers like Ozalid, P & H 


Bruning. This assures high quality repro 


diazo 


and 


duction through maximum light opacity. 
In addition, maximum production of 
copies is obtained from the machine be 
cause of the 
stock. 


of accounting analysis pads and 


high translucency of the 
In addition to a complete selection 
work- 
translucent 
forms are available in approved Federal 
and State tax 
tion of 


sheets, these double-printed 


forms, and a wide selee 


commercial and banking forms. 
Free samples of these Transface analysis 
sheets can be had from above address. 


PORTABLE TYPEWRITER 

Underwood Corp., 1 Park Ave., New 
York 16, N. Y., makes the Leader popu- 
lar-prieed portable typewriter, the result 
of advanced development work at the 
company’s research laboratory as_ well 
as a nationwide survey by teen-age in- 
vestigators to determine what colors and 


fashion notes were most wanted by the 


retail 
priced 
includes the 


models, 


undergraduate market. Slated to 
at $69.95, this portable, lowest 
in Underwood’s line which 
and Deluxe 
forest green finger form keys on a 


Universal features 
full- 
size, standard keyboard against a sandy 
or beige colored body. Other features in- 
clude shift and the addition 
of several new keys such as plus, minus 
and multiplication signs which the stu- 
dent survey said were essential and gen 


> 


segment 
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erally lacking in ordinary portables. A 
life-time carrying textured 
green completes the lightweight package. 


case in a 


MULTIPLE MEMO PADS 


Goodyear Printing & Stationery Co., 
Dept. TF-9, 270 Lafayette St., New York 
12, N.Y., offers the Expaditer memo or 
ganizer which consists of five split-apart 
memo pads 
forated at 

clear of 


bound together and per- 
the top. This keeps a desk 
loose memos while allowing all 
notes to be visible at one point. Any note 


torn off 
and a clean sheet becomes available. One 


or memo ean be when desired 


5” x 10” Expaditer contains 400 sheets 
or approximately a 6-month supply. It 
saves time looking for memo paper and 
saves 


money by discouraging use of 


printed forms or stationery for notes. 
One, two or three Expaditers to a desk 
generally serve every purpose. Expaditers 
are $8.10 a doz. from above address, 


MOISTENERS 


Laufer-Gummi, 28 Gr. Buchholzer 
Kirchweg, Hannover, West Germany, an- 


nounces its new line of hygienic, durable 


rubber moisteners, They are made wholly 
of rubber, bowl containers as well as 
sponges to prevent slipping. Sponge mois- 
teners are red, the bowls green. Different 
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models are available including small 
stamp moisteners, label and envelope mod- 
els for banks and institutions, and re 
volving sponges (shown at right in the 
illustration on page 164) for heavy 
tasks. Principals of Laufer- 


Gummi, since 1922 manufacturers of rub 


counting 


ber and plastic office specialties, are vis 
iting the U.S. this month to appoint 
representatives for their complete line 
of products in all parts of the country. 
Dealers and 
them eare of 


232 Madison 


should write to 
OFFICE 


New 


stationers 
THE 


Ave., 


Magazine, 


Yoru -36,; BX. 


MODULAR BINDER UNIT 
Art Steel Co., 170 West 233rd St., New 
York 63, N. Y., makes the Directoire unit 
for holding catalogs or telephone diree 
tories. It 30%” high, 404” 
wide and 18” deep; and takes from 6 to 
15 binder stations. 


measures 


Three styles of mat 
finish, stainless steel binder sections may 
be had, with heavy pressboard hinged 


covers that lay flat when opened to give 
complete visibility to pages. The unit is 
made of electrically welded furniture 
steel in standard gray or green, and frost 
tan or frost green. Write above address 
for illustrated literature showing this 
unit in use by itself and with other 
modular units in telephone rooms and 
for inventory and other record keeping. 


THe Orrice—September, 1954 


BALLPOINT PEN 
All-Rite Pen, Ine., 241 Hudson St. 
Hackensack, N. J., makes the 
O-Ball Pen with Micrographie Writing- 
Point. Pen’s light weight and writing 
ease prevent hand-fatigue. All-Rite Re- 
fill Cartridges of quick-drying ink have 


, 


Retract 


rubber sleeves for quick removal of the 
old cartridge and easy insertion of the 
new one without soiling fingers. Color 
combinations available are red and gold, 
green and gold, black and gold. Inks are 
blue, red The All-Rite Re 
tract-O-Ball Pen is fully guaranteed, re 
tails for 69e, refill 


; Ia 
ridge, 25e, 


and green, 


Long-writing cart- 


LETTER FILING SYSTEM 
Fototype, Ine., 1416 Roseoe St., Chi 
cago 13, LIL, announces the Visible-80 
filing system which uses double folders 
to eliminate misfiling, halve removal and 


replacement time and simplify training 


file clerks. There are two folders: one 
permanent or fixed, the other removable. 


Permanent folders interlock in the file 
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drawer but can be removed or _ in- 
serted without disturbing others in the 
file. The removable folder, which may 
be any standard file folder, is housed 
within the permanent folder. The top of 
each permanent folder has a flat surface 
formed by an inverted U-shaped metal 
strip to which the index label is mounted. 
With no guides, all labels on 
folders are visible. The 
Visible-80 system can be installed in any 
file drawer in a few minutes without 
altering equipment. Llustrated literature 
with prices is free from above address. 


tabs or 
completely 


TYPEWRITERS 

Gramont Corp., 2756 Rowena Ave., Los 
Angeles 39, Calif., has been appointed 
sole representative in the U. 8. for dis 
tribution of Adler Typewriters made by 
Adlerwerke, Frankfort an Main, West 
Germany. Adlerwerke has been manu- 
facturing typewriters 1891 and 
claims to have the most complete line of 
writing machines in the world with a 
tailored to every office 


since 


model nearly 


writing need. The models being offered 
in this country are the Standard, Uni- 
versal, Typing Tester for schools and 
large company personnel offices, aud 
Label Writer which handles four sizes of 
labels simultaneously on a split platten, 
for shipping departments, pharmaceutical 
houses, ete., also the right-hand margin 
justifier with carbon ribbon attachments. 
Shortly to be released is a new all electric 
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typewriter. Mike Leishin, president of 
Gramont, who is an old-timer in the 
office equipment industry, having held 
top executive positions with Woodstock, 
Comptometer, Burroughs, Dalton Adding 
Machine and Accounting Machine Corp., 
emphasizes that the independent dealer 
can have this complete line of typewriters 
without fear of cut-rate, mail order or 
discount house competition. Gramont’s 
policy will be to sell only through type- 
writer dealers maintaining efficient serv- 
Selected will 
receive exclusive sales franchises in their 
territories. 


ice departments. dealers 


Warehousing of machines, 
complete stocks of parts, special types 
and other materials will be maintained in 
principal cities to be distributed through 
major parts dealers. 


CARBON PAPER SELECTOR 


Kores Carbon Paper & Ribbons Mfg. 


Corp., 43-49 Bleecker St., New York 12, 
N. Y., offers a free Kores Carbon Paper 


Selector which indicates the proper car- 
bon to use for specific jobs on different 


machines. It is a plastic unit which oper- 
ates like a slide rule and, when all fae- 
tors are set, the best suited carbon is 
indicated in a window. This eliminates 
testing samples and trial-and-error buy- 
ing. Write 
letterhead 


address on business 


for the free Selector. 


above 
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LOWER FEED ROLLS 
Allied Litho Supply Co., 212 Mission 
St., San Francisco 5, Calif., makes metal 
lower feed rolls for Multilith duplicators. 
These will outlast many rubber feed 
rolls and require no adjustment regard- 
less of the weight or finish of stock used. 


The metal feed rolls provide exceilent 
register on all stocks. There is no swel- 
ling on the ends to cause paper to feed 
crooked and less tendeney to pick ink on 
work-and-turn jobs. Allied’s rolls are 
machined to close tolerance which will 
not change in storage. Made for Multi- 
liths 1250, 1300 and 2066; offered on 10- 
day free trial. Write above address for 
full information. 


RUBBER BANDS 


Alliance Rubber Co., Hot Springs, Ark., 
offers free samples of Arco Open Ring 
Stationery Bands which are now packed 
in a New Look box with a transparent 
acetate window. This aids the dealer by 


showing the product and customers like 
it because they can see how many bands 
remain in a box. Boxes are perforated on 
the reverse side to permit opening the 
box for removal of bands. Write above 
address for free sample. 
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LETTER FOLDER & OPENER 


Faltex Div., Lansdale Products Corp., 
Lansdale, Pa., introduces the Faltex elee- 
trie office folding and letter opening ma- 
chine which makes all folds in general 
office use and has maximum output up 
to 10,000 sheets per hour. It takes vary- 
ing weights and sizes of paper and can 


fold than sheet at a time, 
automatically adjusting to the strength 
and thickness of paper. The machine is 
light and quiet in operation. The letter 
opener feature makes the Faltex a double 


more one 


service combination unit at folding ma- 
chine price. It requires only 30 seconds to 
switch the machine into its letter-opener 
capacity, if desired after each mail de- 
livery. Available in other models. Fur- 
ther information from above address. 


VULCANIZED FIBRE DATA 


National Vuleanized Fibre Co., Wil- 
mington 99, Dela., offers a free 8-page 
booklet themed to the solution of produe 
tion and design problems by ‘‘Sherlock’’ 
Fibre. Treating the company’s vuleanized 
fibre products, the booklet portrays the 
material in the role of the famed detec- 
tive. ‘‘Sherlock’’ cracks tough produe- 
tion cases and offers designers a host of 
desirable product features. The brochure 
spells out numerous applications for vul- 
canized fibre and describes how it is proc- 
essed and fabricated. 





PHOTO PRINT DRYER 
118 West 14th 


makes the Sim 


Simplex Specialty Co., 
St., New York 11, N. Y., 
plex Peerless Jr. Photo Print Dryer for 
offices or departments where space is lim 


ited. It produces results comparable to 


larger, more expensive dryers. The 14” 
belt is automatically positioned with no 
slippage. Machine will dry 100 81” x 
Hh photo blue 
prints per hour. Operates on regular 
110 v., 15 amp., AC or DC. Fully de 
seriptive literature from above address. 


prints, photocopies or 


SPIRIT DUPLICATOR 
Speedliner Co., 4404 Ravenswood Ave., 
Chicago 40, TIL, 
Spirit 
plus Fed. tax, complete with supplies. It 


makes the Speedliner 
Duplicator which sells for $74.50 
minute on size 


prints 60 copies a any 


stock from postals to 81%” x 14” (in 
cluding onionskin) in blue, green, 
purple or black. Machine is easy to use; 
hand fed with no delicate adjustments 
and nothing to jam or break, Supplies in 


red, 


cluded with machine at above price in- 
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clude a ream of paper, funnel, 1 pt. fluid 


and the following masters: 8 purple, 2 
black, 1 red, blue and green with instrue- 
tion booklet. Guaranteed a year, offered 
trial. Literature from 


on 10-day free 


above address, 


BOOK TRUCK 

Hearthside Div. of the 
Grolier Society, Inec., 2 West 45th St., 
New York 36, N.Y., offers the Rol-Rack 
which provides 5 ft. of portable book- 
shelf Made of 1%” 


lected hardwood with dowled and bolted 


Industries, 


space, choice, se 
shelves for rigid strength. Sloping shelves 


hold books for easy reading of titles. 


Side-riveted casters have rubber tires 
and roll smoothly with full load. The Rol 
Rack is 32” long, 31” high, 13” wide 
with 13”-height between shelves. Its ap- 
pearance allows placing it anywhere and 
it makes for easy transporting of heavy 
and Available in 
choice of satin walnut or natural luster 
wood finish at $49.50, 50 hs. f.o.b. Stam- 


ford, N.Y. 


volumes catalogs. 
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TABULATING STORAGE CABINETS 

Tab Produets Co., 57 Post St., San 
Francisco 4, Calif., makes Storaway cab- 
inets for storage of all tabulating room 
materials. Easily adjustable shelving 
provides space for control 
ports, forms, supplies, plug wires and all 
other items usually found in a punched 
card installation. Storaways have an at- 
tractive, durable Formica top providing 


panels, re- 


a counter height working surface. Cab- 
inets are available in two basic models: 
No, 572 is 144%” deep for use in cramped 
quarters and against a wall; No. 574 is 


29” deep to provide a large unbroken 
$18” wide 


work surface. Both models are 
and 39” high. The Storaway combination 
of flexible storage facilities plus a dur- 
able working surface enables punched 
card installations to better organize a 
neat and efficiently operating depart- 
ment, Write above address for literature. 


SPOT CARBONIZING 


U.S. Carbon & Ribbon Mfg. Co., 621- 
623 Cherry St., Philadelphia 6, Pa., does 
hot wax spot carbonizing on sheets up 
to 25” x 38”. Practically all paper stocks 
can be spotted including safety paper 
and the gummed side of gummed stock. 
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Carbon areas ean be of any size or shape 
and there is no fading or drying out. 
Quotations and samples from above ad- 
dress without obligation. 


PUNCHED CARD DIRECTORY 

The Punehed Card, 502 Maccabees 
Bldg., Detroit 2, Mich., has published Vol. 
3 of ‘*The Punched Card Annual’’ which 
contains a directory section listing 
nearly 1500 tabulating supervisors who 
have consented to exchange ideas on 
punched card applications with other 
readers of ‘‘The Punched Card Annual.’’ 


Names are cross indexed by type of busi- 
ness and different types of procedures 
used. A reader should be able to locate 
an information source to fit any specific 
need. This directory section is in addi 
tion to the regular text. Vol. 3 of ‘‘The 
Punched Card Annual’’ has 
pages and is $6 from above address. The 
complete set (Vols. 1, 2 and 3) is $15. 
Ten-day free examination; postage paid 
when payment is enclosed. 


over BOO 





COIN HOLDER 


Metal Products Engineering, Inc., 4000 
Long Beach Ave., Los Angeles 58, Calif., 
makes the MP Coin Holder to speed coin 
handling when an automatic coin changer 
is not used. It holds $70 in coins: nearly 
two complete rolls of pennies, nickels, 
dimes, quarters and half-dollars, and ten 


silver dollars. Coin slots are slanted at 
eorrect angle to fan for quick, 
easy pick-up. Inner groove in slots pro- 
tects fingernails. Made of one-piece alu- 
minum in gray Hammertone finish, the 
MP Coin Holder is 534” high, 6144” wide 
deep, weighs 48 ozs., has rubber 
lists at 


coins 


and 5” 
feet to 
$11.95. 


counters and 


from 


protect 


Literature above address. 


LINE MAGNIFIER 

Box 1753, Fort Worth, 
heat polished Lucite line 
magnifiers which make reading of typed 


Herald 


makes 


Sales, 


Texas, 





matter easier. Magnifier can be laid on 
top of material to be read or used with 
copyholders. Made in three sizes: 1” x 


8”, $3.50; 14” x 9”, $4.75; 1%” x 12”, 
$5.75. The 14%” x 9” ean be used with 
Pres-To-Line, Line-A-Time and Rite Line 
Copyholders, resting on the line guide 
lip without fastening and covering four 
lines of copy at a time. The 34 magni- 
fication aids typists using a copyholder 
at the rear of the typewriter. The 1” x 
8” size covers two lines of copy and the 
12” size is suitable for reading maps, 
plans, ete. Magnifiers are unbreakable 
and not easily scratched. 


ELECTRONIC PRINTER 

Burroughs Corp., 219 Fourth Ave., 
New York 3, makes Series G high speed 
printing and accounting machines capa- 
ble of producing 27,000 punched card 
paychecks an hour from up to 108,000 
punched Machine prints over 
43,000 characters a minute. By synchro- 
nizing high speed totaling, printing and 
ecard punching; machine integrates a 
number of separate steps into one fast 
operation. In the preparation of utility 
bills, for instance, customer cards are 


ecards. 


placed in one feed of the card reading 
unit and billing information in the 
other. With two sets 
of unmerged cards, machine produces a 
posteard bill with name and address on 
one side and meter readings, rates, dates 
and charges on the reverse. In the 
same operation, stub is punched with 
account number and amount for credit- 
ing customer’s account when payment 
is received; a separate punched ecard is 


one pass of the 
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Operating on an entirely new mimeograph principle, the B D C is the first 
hand operated mimeograph that is really clean. There is no drum to ink, no 
pad to change. The ink is a heavy paste that does not and cannot leak. The 
machine is always clean—but better yet, so is the user! The B D C is 
designed like a printing press, and with it any office worker turns out copies 
that are printing press quality. Get the whole story on the first basic mime- 
ograph improvement in 25 years. Write for complete information. Bohn 
Duplicator Corporation, 444 Fourth Avenue, New York 16, New York. 


REX-ROTARY 
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HOW XEROGRAPH Y ccc-r09-10-t00) 
Cuts Duplicating Costs | p.rraworx 


AT FORD MOTOR COMPANY 


Cost study 
indicates savings 
of approximately 


$75,000 


a year! 














shu 


iil 
4” 4 


WRITE tor proof of performance folders showing how Ford Motor Company and 
companies of all kinds are cutting costs and speeding paperwork with xerography. 


THE HALOID COMPANY 


54-9X HALOID STREET, ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


tee fi 


Si ta ia Rata its “ 


Visit Haloid Booths 112-113 at National Business Show Sept. 27 to Oct. 1. 
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ereated for meter reader’s next trip; 
totals for proof and analysis are pro 
vided and, if desired, a register is 
furnished containing all billing infor- 
mation. The Burroughs Series G could 
have bills for over 2,200 families ready 
for mailing every ten minutes. Two 
name-and-address labels may be pro- 
duced side by side simultaneously at 
36,000 three-line addresses per hour. At 
the same time, the machine will create 
punched cards on a selective basis, if 
desired, for follow-up or special refer 
ence, It can print 13,500 insurance pre- 
mium notices an hour with up to eight 
carbon copies. Will feed and read two 
separate files of 8S80-column tabulating 
cards without merging or collating. Each 
of the two card feeds operates at 900 
eards a minute. The three reading sta 
tions in each feed allow multiple line 
printing from both cards simultaneously 
or selectively at 900 lines a minute and 
in 48 alphanumeric printing positions. 
Continuous form-to-form ejection of up 
to 24%” without loss of a printing cycle; 


>= 


blank ejection at 25” per second. Elee 
tronic accumulating registers to add, 
subtract and crossfoot may be had in 
any quantity desired. Minor, intermedi 
ate and major totals printed in net 
balance amounts. Machine units can be 
assembled to fit specific needs and 
adapted to data handling media other 
than punched cards. 


POSTURE CHAIRS 


Cramer Posture Chair Co., 1205 Char 
lotte, Kansas City 6, Mo., have pub 
lished a 64-page loose leaf catalog show 
ing the complete line of Cramer Pos 
ture Chairs, stools and machine stands. 
It includes seats in styles for all office 
and factory jobs. Photos, drawings and 
full descriptions cover all specifications 
of every model and prices are given far 
different stvles and upholsteries of each 
chair to make this a handy guide for 
purchasing executives. A copy of the 
catalog is free from above address. 





A Valuable Asset to Your 
Photo Copy Department 


SIMPLEX 


PEERLESS JR. 
Photo Print Dryer 


A versatile dryer designed for 
the small photocopy depart- 
ment or office where space is at 
a premium. Dries photocopy, 
blueprint, and photographic 
papers. Results comparable in 
quality to that achieved by 
larger and more costly equip- 
ment, 

14” width belt positioned auto- 
matically. No slippage. Drying 
capacity—1l00—8Y,” x 11” prints 
per hour. Operates on 110 V. 
15 Amp. current—A.C. or D.C, 


118 West 14th St. 





SIMPLEX SPECIALTY CO., INC. 


Write today for descriptive lit- 
erature showing specifications 
and price information. 


ins York 11, N. Y. 
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| | FOUNTAIN PEN 


: Aurora, S.p.A., 1 Via Ar- 
‘| s eee 


civescovado, Torino, Italy, 

makes the Duo-Cart Foun- 
Addressing MULTIPLE 
Shipments Is 


tain Pen which is not filled 
in the conventional manner 
but instead holds two ink 
cartridges, one a_ reserve 





supply. Pen is refilled by re- 
placing the empty cartridge. 
User is constantly remind- 
ed when one of the two ear- 
Common in Your tridges is exhausted and 
need never be without a re- 
serve ink supply. The semi- 
shielded nib is 14-k. gold 
with a pure osmiridium tip, 
made in 11 writing styles. 


Organization... 


STEN-C-LABL would like to send 
you an interesting brochure 
packed with excellent ideas and 
fully explaining their extremely 
inexpensive and SIMPLE method 
of reducing your labor costs per 
shipment, eliminating mis-ship- 
ments and speeding up the han- 
dling of MULTIPLE shipments in 
your shipping department. 


Cap is available in choice 
of 18-k. gold plated or 
stainless white metal. Each 
replaceable plastic ink car- 





tridge has a capacity of 
1300 ees. Write above ad- 
dress for complete information. 


TABLE LAMP 
Adjustable Fixture Co., 100 KE. Mason 
St., Milwaukee 2, Wis., makes the No. 302 
Nightingale Table Lamp with each light 
independently adjustable and with its 


REGARDLESS OF YOUR PRES- 
ENT METHOD OF HANDLING 
THIS TIME-CONSUMING JOB, 
YOU WILL FIND SOME IDEAS 
IN THIS BROCHURE WHICH 
WILL BE OF VALUE TO YOU. 


Just write us on your company 
letterhead asking for FREE bro- 
chure. No obligation, of course. 
We would appreciate the oppor- 
tunity to be of some help to you. 


STEN-C-LABL, INC. 


DEPT. A, 287 N. SNELLING AVE. 
ST. PAUL 4, MINN. 


own switch, A joint at top of each arm 
provides vertical adjustment of the re- 


| 


flector which also rotates over the sta- 
tionary bulb. An internal shield pre- 
vents bulb glare. Vent cap on top of 
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A 
PROFITABLE REVIEW 


of an 
UNPUBLISHED BOOK! 


She's a good girl . . . but she knows 
something you may not! 





She knows how many times mis- 
typed letters go into the waste basket 
along with carbons — because cor- 
recting slight errors means untidy 
erasure smudges — which she hates, 
bless her! 

You know, or can estimate the waste 
in time and paper. A study made by 
one large firm indicated 48c lost every time a partly typed letter hit 





the waste basket — up to $1000 yearly in some offices! What's the 
answer ? 


EZERASE fine Bond and Onion Skin — papers with a p/us! The plus 
feature is absolutely clean erasures made at once with an ordinary 
lead pencil eraser. Everything that’s typed can be completed the 
first time! 


Write us on your company letterhead or use 
the coupon for sample book of Ezerase Bond. 


MILLERS FALLS PAPER CO 


Dept. H-9, Millers Falls, Massachusetts 


Please send me sample book of EZERASE 
and ‘‘Letters for Signature’’ folder. 


: ; Name 
ne apo Position 
Company 


BOND - ONION SKIN Address 
EZERASE - OPAQUE City 
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reflector permits cooling circulation. 
There is a convenient plug-in receptacle 
on the 61%4-lb. base which has heavily 


felted, removable bottom safely enclosing 
all connections. Literature on this and 
other Nightingale lamps from above ad- 


Keynote of... dress. 





SPIRIT HECTO MASTERS 


PO RTA-MATIC Heyer Corp., 1821 8. Kostner Ave., Chi- 
eago 23, Ill, are packaging their Hekto- 

TRAYS graph and Spirit Carbons and Master 

Units in 25-sheet packages. A recent sur- 

STANDS vey among Heyer dealers showed that 

there was a consistent demand by.smaller 


users for a smaller unit package than the 


100-sheet box. The 25-sheet packages 


answer this demand and make it easier 





- 
4 USE MY TIPS FOR 
WA SHARD CLEAN COPIES 


OE ON 


HOw// te prepare Master Copies 





P.E.C. double 
stand showing tray 
orrangement and hood 
storage space. 


Porta-Matic Trays are designed to 
go anywhere in the bookkeeping 
department — easily carried and 
moved about — compact — readily 
accessible to any work station. Can 
be used on any desk top or on 
matched P.E.C. Stands. Trays avail- 
able in 12”, 14%”, 18” and 
23%" lengths and eleven widths 
from 5” to 17”. for the dealer by eliminating broken 
boxes. The 25-unit packages are in keep- 
‘*selling’’ and ‘‘informa- 





P.E.C. Stands available to accom- 
modate one or two trays. Hoods ing with Heyer 
with locks for all tray sizes. tive’’ packages. Merchandise 
tected from dirt and dust, stacking on 

shelves is easy, designs on covers are 

POSTING EQUIPMENT attractive for display purposes. For the 
CORP. consumer, packages are convenient and 
informative. The Heyer Authority on 

Buffalo 13, N. Y. the back of the package gives tips for 
better preparation of masters and better 


is pro- 


duplicating. 
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changeable Print- style type 


GIVES ANY DUPLICATING PROCESS A PRINT-LIKE APPEARANCE 


Vari-Typer prepares masters (stencil, litho-plate, hectograph, etc.) 
with attractive type of your choice in any style, size and language. 
Universal keyboard with electrically controlled impression makes 
its operation simple to any office typist. Turn out your own business — 
forms, menus, catalogs, booklets, direct mail 

material, etc. Savings are enormous and the quality ® 


of your duplicatingreaches a print-shop appearance. 


Slip a new set of type fonts 

into position in two seconds. 

Y~ Switch to matching italics by 
‘turning a knob. Change in the 


/ / 
middle pt a sentence, too. It’s’ 


that simple....! 


Please send Vari-Typer Booklet C-16 | 





Complete illustrated literature and | 
specimens of Vari-Typing will be 
sent without obligation, 
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ADDRESSING MACHINES 

Rex-Rotary Distributing Corp., 19 West 
31st St., New York 1, N.Y., announces the 
attractively priced line of Listax ad- 
dressing machines in hand and foot op- 
erated models which feed from trays 
holding 100 metal plates. File trays 
serve for loading and receiving plates in 
original sequence without dropping or 
mixing plates. A skipper selector per- 
mits allowing plates to pass through 
machine without printing. Machines also 
have repeat printing control. Every ad- 
dress can be automatically printed 2, 3, 
4 or 6 times. Color signals on Listax 
plates appear in a control window to 
enable classification of addresses for 
repetition or elimination. Plates take up 


to seven lines of copy. Any part of copy 
can be omitted with interchangeable 
rubber printing masks for systems appli- 
cations. Adjustable printing guide as- 
sures precise positioning of carbon sets 
and forms. A Form Lister allows making 
vertical lists on forms single 
sheets; each impression moves the sheet 
forward automatically for uniform spac- 
ing and any size sheet can be used. Also 
avuilable are a tag holder for paper rolls 
of continuous forms up to 12” wide and 
a dating attachment for adding company 
name, date or other data above each 
printed address. Machines can have a 
copy counter. Hand models print over 
1000 plates an hour; electric models over 
3000 an hour. Illustrated literature from 
above address. 


sets or 
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PAYROLL SYSTEM 

C. E, Sheppard Co., 4403 21st St., Long 
Island City 1, N.Y., makes the Multi-Rite 
Meteor pegboard payroll system for 
weekly, bi-weekly or semi-monthly pay 
periods. Board is made of mahogany 
grain Formica with solid brass oval pegs 
for 5/16” linespacing. One writing pro- 
vides all records: journal sheet, earnings 
record and payroll check or cash receipt. 





; 


( 


E { 
: 


There are six earnings and seven deduec- 
tions columns. Provides weekly taxable 
and non-taxable F.I.C.A. figures, cumula- 
tive totals for gross earnings and Social 
Security tax, quarterly State and Federal 
taxable and non-taxable figures. Quar- 
terly sections are easily seen because of 
large phantom numerals. Index plate has 
Sure-Grip arms to securely hold forms 
at all times—movement or jarring will 
not hinder registration. All rails are in- 
stantly adjustable horizontally and ver- 
tically from beneath the board to assure 
perfect registration of forms and auto- 
matie indexing. Write for free Catalog 
A which describes equipment and ex- 
plains procedure. 


REPORTER TRAINING 
Hush-A-Phone Corp., Room 710, 65 
Madison Ave., New York 16, N. Y., offers 
literature describing how one can learn 
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cocretary 


Here's the third hand every busy 
secretary or typist needs ...a 
compact, desk-top unit for stationery, 
carbon paper, and envelopes. 
Eliminates fumbling in desk drawer 
for paper . . . Saves materials, time 
and motion. The front plate of the 
“SECRETARY'S Secretary” provides 
a handy place to stack paper and carbons with magic ease for quick insertion 
into typewriter . . . serves as copyholder too. 


The “SECRETARY'S Secretary” (U. S. 
and foreign patents pending) will be 
on display at the Office Trade 
sheets crmiaamemuunaal Shows in Chicago and New York 
Stotionery | a in September. Stationery and office 
; _ equipment dealers will find it a fast- 
moving money-maker. Brand new 
— sells on sight. Orders filled on a 
pare F “first come, first served” basis — 
Copyholder o ‘ place yours today! 


Magic 


The Mi RSA Co. 


of United States 


Erasers, Pencils 1475 Euclid Si: N.W. 
nee Washington 9,D.C. 





NOW! 


Quickly, Easily, Effectively Destroy confi 
dential papers, records in your own office! 


NEW Banta m 10 


portable shredding anta designed especially 
for office use! Quiet, compact, streamlined! 

Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
Capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 


YOUR PAPERS 
GO IN HERE 


" UNREADABLE 
SHREDS- COME 
OUT HERE 


.t4- SHREDMASTER 
O vrfcrate o 


A Division of Self Winding Clock Company, inc 


203 Willoughby Avenue 
Brooklyn 5, N. Y. 








verbatim reporting technique with the 
Verbatim Phone Type Hush-A-Phone. 
This training can be used to upgrade a 
job or to prepare them 


person in their 
reporting of conventions, 


for free lance 
conferences, ete. Once the simple tech 
nique is mastered, court reporting speed 
attained in much less time than 
required by studving 
stenography. The Verbatim Phone Type 
Hush-A-Phone, used in training, 
only $10. Literature free from 
address. 


ean he 
previously those 
costs 


above 


CARBON PAPER 
Allied Carbon & Ribbon Mfg. Corp., 
165 Duane St., New York 13, N.Y., makes 
Nlagship metallic-back earbon 
eliminates feed-roll streaks. 
manufacturer, the in 


patented 
paper that 
Aecording to the 
creased use of standard and electrie type 
writers vith high feed-roll tension cre 


utes copy streaking problems. To prevent 


oe 


streaks, suggestions have been 


an extra-hard finish earbon 


these 
made to use 
which produces gray, washed-out looking 
metallie-back 
designed especially to meet this situa- 
brilliant 
and cleanliness, 


Flagship sheets, 


copies, 


tion, vield eopies of color 


strength, fine erasability 
in a variety of 


weights and writing 


strengths. 
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At last! 


%& An Electric Adding Calculator at 
manual machine investment. 
"Unilectric” actually costs less than 
other manually operated machines. 


% A solution of the “help” problem: 
“Unilectric” operators learn quicker, 
produce more, stay happier, 
longer in their jobs. 


Over 150 sales and service points 
in the U.S.A. and Canada 


CHICAGO OFFICE 
127 North Dearborn Street 
TORONTO 
Plus Business Machines Ltd. 
1 St. Clair Avenue West 


MONTREAL 


Plus Business Machines Ltd. 
1217 University Street 
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ADDING CALCULATOR 


ELECTRIC 


Model 909U (Illustrated) Capacity 9/10 $496 


Model 912U Capacity 12/13 $598 
Manual models also available in 6/7, 
9/10 and 12/13 capacities 


Pius Computing 
Machines, inc. 


5 Beekman Street, New York 38,N.Y. 
Telephone REctor 2-0045 





Plus Computing Machines, Inc. 
Dept. A-5, 5 Beekman St., N. Y. 38, N. Y. 


Please arrange a free demonstration of the Unilectric Adding 
Calculator in my office without obligation on my part. 


Pirin 





Cc y 


Pp 








Address 





City i i ccicictincisi 
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IN EVERY “LINE” 
THERE’S A STANDOUT... 





ag, 5 ip Q ae & ane "at 


HIGHER PROFIT— Your most profitable 
sale is your best line . . . for you and 
your customers. A bigger unit profit 
is assured plus complete customer 
satisfaction. And satisfied customers 
are always profitable. 


PROVEN VALUE —VuL-Cor Wastebas- 
kets are practically indestructible. 
The patented double rolled top won’t 
break, loosen or fray. An attractive 
bonded side seam provides a strong, 
permanent seal. 


SMART APPEARANCE —VuL-Corts look 
better and last longer. The hard vul- 
canized fibre, by National, is tough, 
smooth and durable. It can’t splinter, 
dent, rust, or corrode. VUL-CoTs are 
light-in-weight, easy to handle or 
clean. These features will help sell 
VuL-Cors for you! 


NATIONALLY ADVERTISED —VuL-CorTs 
are known and recognized nationally 
as the quality wastebasket line for 
business. A consistent program of na- 
tional advertising to office manage- 
ment and office people continually 
“sells’”” VuL-Cots to your customers. 

NOW ...at this time when you’re 
comparing product values and prod- 


uct features at the N.S.O.E.A. Con- f 


vention, get the full story on this 
famous VuUL-Cort line. Visit the VUL- 
Cot Booth No. 56, or write direct to 


in wastebaskets it’s 


VUL-COFr 


od 
AtN.S.O.E.A. 
Chicago — 
visit VUL-COT 


Booth No. 56 





a 


NATIONAL 


VULCANIZED FIBRE CO. 


WILMINGTON 99, DELAWARE 





DUPLICATING PAPER 


Groveton Paper Co., Groveton, N. H., 


has expanded its line of Triad Mimeo- So— 


g 


graph Paper to include Sub, 20 in russet, 


lilac, green, salmon, gray and cherry. 


‘MIMEOGRAPH 
PAPER A 


Triad is also made in Subs. 16 and 20 
white. All Triad papers are mill-eut and 
\ spirit dupli- 
Sam 


moisture-proof wrapped. 
eating stock is being developed, 
ples of any of the above items are free 


from ahove address, 


ELECTRONIC PROCESSOR 
National Cash Register Co., Electronies 
Div., Dept. 100, 3348 W. EI 
Blvd., Hawthorne, Calif., makes the low 


Segundo 


cost, easy to operate general purpose 


CRE 102-D Eleetronie Decimal Computer 
Which accepts data from an eleetrie type 
Writer, punched paper tape, magnetic tape 
entered 


or punched ecards, All data is 
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A PERE 


$O ACCURATE .. . that each dot will 
hit over each ‘‘i'’ every time, even if 
you run the same copy a dozen times 
through a REX-ROTARY D-270 duplicator. 

This high precision register is only one 
of REX-ROTARY's outstanding features. 

With no waste of paper you can fill 
in spaces with figures, additional colors, 
exactly where they belong. 


SO SIMPLE . . . that anybody can do it. 


$O AUTOMATIC... that even the exact 
degree of inking is obtained automati 
cally... and 

$O CLEAN... that we shall demonstrate 
it to you in white gloves upon your 
invitation. 


«oe. WITH A REX-ROTARY 
D-270 DUPLICATOR 


7¥odsS 153 


19 West 3ist Street 
New York 1, N. Y. 
Tel.: Wisconsin 7-4927 


ASK FOR FULL INFORMATION TODAY 
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Meet ALL requirements 


of ALL typewriters 


WHY Stock 34* Carbon Paper Items? 
WHEN NEV-R-KURL UNIVERSAL 


. Can Be Used on Standard, Noiseless and Elec- 
tric Typewriters 


. Cuts Dealer Carbon Paper Inventory 

. Slashes Investment in Stock 

. Simplifies Purchase for Dealer and Customer 
. Saves Customer Office Supply Space 


New inking makes NEV-R-KURL UNIVERSAL wear 
TWICE as long. This all new smudge-proof carbon 
paper will continue to give clear, legible carbons 
long after the ordinary paper would have been con- 
signed to the waste basket. 


NEV-R-KURL UNIVERSAL wil! not cur! 
under any conditions—it's plastic backed. 


or wrinkle 


Dealers can increase carbon paper profits, cut their 
costs and the costs of their customers to make more 
sales. Let us tell you the rest of the story. Write to: 
*Dealer Average 


L. A. PHILLIPS, President 


prorves CLEAR-PRINT 
Treewerren WOOO stam? 
vans 


CARSON PAPER § hiDBOn 


| data. 


machine, and 


decimal 


into the operated on, 
printed out in form. <A 
speed paper tape reader, capable of read 
ing characters per and a 
paper tape punch with a speed of 60 
are 


high- 


200 second, 


characters per second, available as 
accessories to reduce machine filling time 
and problem changeover time, thereby 
reducing the cost of operations involving 


of 


information 


and output large amounts of 
Further 


address, 


input 


from above 


RUBBER STAMPS 
Sengbusch Self-Closing Inkstand Co., 
1294 Sengbusch Bldg., Milwaukee 3, Wis., 
makes All Rubber Stamps in 68 different 
one-third 


The 


| subjects designed to retail at 
the of hand 
| assortment virtually every 
stamp document im- 
portant office and shipping room proce- 
| dure. Attractively displayed on die-cut 
counter three different color 


cost custom stamps. 
includes 


needed to every 


‘ards in 





All 
have no metal to rust and no handles to 
break. Hard rubber handles give rigidity 
and Soft rubber gives 
| clear-cut impressions, Titles are clearly 
handles = in 


schemes, Sengbusch Rubber Stamps 


strength. base 





| embossed = on contrasting 
color. With 
Sengbusch furnishes without charge 300 
illustrated with 


print and catalog sheets for dealer sales 


each three-card assortment, 


circulars dealer’s im 


men, Refills are packed six in carton to 
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These 


air, 
to a 


available 


time 


have 
buildings, 


dry and in 


wardrobe units 
press. They 
fraction; are so designed 
space; are fireproof, 

service. of welded heavy 
become standard 
schools, churches, 


modern 


there is a wraps problem. 


keep wraps 
reduce 
and 
verminproof 
gauge 
in offices, 
institutions and homes 


equipment 


open to light and 
space requirements 
they fit in any 
and built for life 
furniture steel They 
factories, public 
wherever 


floor 
finished 





No. $-6 
Office Valet Costumer 


Replacing costumers in 
private and small offices 
accommodates 6 coats, 
6 hats, umbrellas and 
overshoes. 


No. 3-U 
Office Valet Rack 


Accommodates 3 
people per sq. ft. 
or 6 per running 
foot in double 
back-to-back 
units. Any length; 
by the foot. 


MA No. 342 
Valet Wall Rack 


Mounts on wall accommodates 
3 coats and 3 hots pe’ foot. 
In cabinet wardrobes or closets 
gives checkroom efficiency. 





No. 6-12 
Lockerette 


Combine best 
feature of 
both lockers 
and racks. 
Keeps wraps 
aired, dry, in 
‘ press. 12” x 
te RUS" 
lock boxes 
keep per- 
sonal effects 
private. 





No. $-4-CT 
Checkerette 


Stores away like 
folding chair. Set 
up anywhere with- 
out tools in a min- 
ute. Holds 24 hats 
and coats on 
hangers (or 32 on 
hooks) in 4 ft. 




















No. D-4-CT 
Checkerette 


More capacity 
than any other 4 
ft. rack (up to 64). 
Fold-away, ad- 
justable height 
shelves, caster 
base and other 
features 





No. H-4-CT 
Checkerette 
Hatter 


Holds 50 hats. 
Also widely 
bought on casters 
as portable, sta- 
tionary, display, 
gathering service 
and vault rack. 
Fold-away fea- 
ture. Also made 
in 3 ft. unit. 











No. W-4-CT 
Checkerette Wall Rack 


Most flexible rack built. Lengths to 
fit in anywhere. Hangers or hooks, 
single or double hanger bars and 
end bars. Mounts any height. 
Extends only 11” from wall. 


Write for Catalog Sheets showing 


modern wardrobe equipment for the office, factory and home 





Checkerette Stormrak 


) Placed at door saves 
floors and carpets. Holds 
8 umbrellas, 9 poir 
overshoes. 


No. 4 
Umbrella Rack 


Sizes to hold 24 or 16 

umbrellas. Compact effi- 

cient removable deep pon 

See these modern 

wardrobe units at the 
Show, Room 

Conrad Hilton 

Hotel, Naa Sept. 

(8th-22nd 


VOGEL-PETERSON COMPANY 


September, 1954 


THE OFFICE 


1121 West 37th St. 


Chica 


o 9, Ill. 





a 


RUNNERS and MATS 


Premium rubber tile, permanently 
bonded to a resilient sponge base. 
FOOT COMFORT Runners and Mats 
reduce fatigue by providing restful 
support to all who work standing. 
They pay for themselves in increased 
worker efficiency. Used at counters, 
machines, in corridors, etc. For Of- 
fices, Banks, Plants and Homes. 
Beveled edges; 8 marbelized colors. 
MATS: 18” x 30” 18” x 48” 24” x 36” 
36” x 64”. RUNNERS: to 36” width, any 
length. 

See your local office supply dealer or write 


FLOORING DIV., Dept. C-9 for prices, 
literature. 


THE HYGIENIC DENTAL MFG. CO. 
AKRON 8, OHIO, U.S.A. 


with 
|; and fall 


sold. 


shows 


from 
impres 


Literature 
facsimile 


replace stamps 


above address 


sions of all stamps. 


LABEL HOLDER 

Cel-U Main St., 
1, N.Y., have changed the name of their 
Bind-X Label Holder to Hol-Dex. Bind-X 
is an open binder insertable label holder 
with gummed flange. Hol 


Dex Corp., 1 Brooklyn 


remoistening 


Dex is a patented label holder with a self 
latex backing which 
itself to any clean surface 
or temporary adhesion. It is obtainable 
in three widths: 144”, %” and 1” 
of 8 colors. 


adhesive attaches 


for permanent 


in choice 


ADDRESSING MACHINE 
Nettle Mfg. Co., 27 Huntington 
Boston 16, Mass. announces the 
of a Model 500 A-dress-R to their 
portable metal plate addressing 


Ave, 
addition 
new 
line of 


machines. The machine has a 
of 150 plates which feed 
stroke of the 
into the 


sequence, 


capacity 
automatically 
operating arm 
receiving 


each 
hopper in 
done by 


original Loading is 


merely inserting one end of into 


metal 


tray 


receiving hopper. Economy sized 
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THEY ALL LOOK ALIKE... 


(CH Oe 


“MOST COPIES. - ?” 


Ko ° re e s me 
Leg P reans ur tren " : 
m coast te coos 


-4 ‘ tre 
ace 1 distributed 
one ducts ore 

» wore Ss ere 





Can Any CARBON PAPER PROBLEM Be Solved 
at One Glance? 


{ Easy—Positive—Accurate selection of the most 
VES. suited KORES CARBON PAPER number with 
THE KORES SLIDE SELECTOR 


NW Sampling Kores Carbon Paper & Ribbons Mfg. Corp. 
| 43-49 Bleecke New Yo > N 
Expert consultants dicate ton ea nntesevncten 


Time Wasting surveys 
Trial and error buying 


Gentlemen: Please send us a KORES SLIDE 


SELECTOR FREE . . . without obligation 


Company 


FREE—send for your Kores Selector, NOW! Name 
KORES CARBON PAPER Lr ae ont Addr 


is an instrument engineered b 


yt 
KORES CARBON PAPER & RIBBONS MFG. CORP. City 
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Collection Stickers, 


Inactive Account 
Reminders 


and Good Will 
Builders 




















ATTRACT THE EYE 


Lithographed in various colors. 
Bound in books. The original copy- 
righted system that has proven most 
effective for forty years. Saves time, 
labor and money. Collects your ac- 
counts earlier and keeps customers 
steadier. 


Call Your Stationer .. . 
or Write Us for 
Samples and Prices 


CPCCPOOPR POPP. 


CARL E. STRICKLER 


seccccee) 


PREPPLPPLOCOP? 


plates, re-usable thousands of — times 
without wearing out, are used and print 
ing is done through a ribbon which can 
be supplied in black or choice of colors. 
[Imprints are simulations of typewriting. 
New plates can be secured at any time 
by mail on a 48-hour plate embossing 
service at 5e per plate for three lines. 
Consecutive or 
obtainable. A 


lective 


repeat impressions are 
skipper provides for se 
Makes 
equipped with a listing 
table to take payroll listing sheets. Ma 


addressing. clear carbon 


copies. Can be 


chine is heavily constructed of cast iron 
and no experience is required to operate 
it. Will take any size envelope. Speeds 
up to 1200 per hour. Priced at $95 plus 
$5.70 f.«.t., f.o.b. further in- 
formation send for circular ‘* h.’’ 


3oston, For 


ALL-LEAD HOLDER 
Koh-I-Noor Pencil 
N. J., makes the 
button holder 


Co., Bloomsbury, 
Adapto-Clutch push 
which tightly holds leads 


of all diameters in all degrees from 9H 
to 6B. 


vertien! 


It is guaranteed slip-proof against 
pressure and turn-proof in all 


lead sharpeners. The Adapto-Clutch is 
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NOW with Self- poy 
Adjusting Paper Feed ag 
—Keeps tape aligned 

at all times! 


g:* Bj 08) RIM 


; RU pais! RE A oP 8 48 le 
y Mal 3 f ; f 
Sun ai FN ul 
if LANGA ANNA LO Sepa CT 
and here’s why: Sensational! That's the only word to describe the all- 
e dels with shout direct new REGNA Adding Machine! Streamlined as the 
parend ia - Joble _ newest cars... so low in cost it's a dream-come-true 
yes om ~~ yene an d styli for small business owners. Lets many firms cut ex- 
Swedi rage. Coretta styling penses and increase production by supplying a 
Swis polar pete: ua machine to every department, to every desk where 
folly sore rot es ie — adding is done. It took REGNA engineers years to 
? 4 - wee ~ sp : Y mi “a develop an adding machine of such supreme quality 
Pr at sy "bt pe y at such a remarkably low price. It will take your 
me te - meyer gg customers only minutes to realize that the new 
precinct “ep gt“ REGNA is their “best adding machine buy’’! 
correction key clears entire keyboard 


lifetime handle construction REGNA CASH REGISTERS, INC. | 
scientifically designed moulded keys | f 

trouble-free performance ... 

minimum maintenance | Gentiemen 


or, Please send more information on the new Regna Adding Machine and ovtline 
|] edvontoges of becoming ao Regna Dealer 





An ] 175 Fifth Avenue 
a NEN Y New York 10, N. Y. 


i Regno Cash 
_ Lid., 704 Notre Dome St. W., Montreal, Que., and oe 
Business Equipment Machines, 489-8 King $1. W., 
Toronte, Ont. Address 
__ SAIN CONTA 6. ergen 5, Nan, ton in. sede deal 
Eas eh ts eet & 
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WILL IMPROVE... 


Posture 
M Morale 
M Efficiency 


For your office personnel who spend long 
hours sitting at office machines such as book- 
keepers, key punch operators, clerks, typists 
and just about everyone in the office. 

Two models such as 524 & 525 are just the 
footrests to suit your office needs. Model 524 
is black corrugated superior rubber matting. 
Won't slide or slip . . . yet easy to clean. 
Model 525 is grey carpet matting, excellent 
quality rubber reinforced and laminated for 
lifetime durability. Sizes from 15" wide, 12" 
deep and 2" high at the front and 3" high at 
the rear. Price $6.95 F.O.B. Binghamton. 


Dealer Inquiries Invited. 


SYSTEMS 


MANUFACTURING CORP. 
13 BROAD ST. 
BINGHAMTON, N.Y. 











knurling 
and but- 


balanced with proper 
Clutch, 


perfectly 


for easy gripping. nose 


ton are gold-filled. 

TRANSFER CASES 
§224 S. Oak- 
Rigidized 


Top Flight Products Co., 
lev Ave., Chicago, Ill, makes 
Steel Transfer Cases in which the 
and dura- 


heavy 


steel is given added strength 


bility by a forming process of rigidizing. 


Made 
oftice 
Transfer 
vertica! 


in legal and letter sizes finished in 
green baked on enamel. Top Flight 
have a horizontal and 
feature. 


Cases 
stacking 
formation from above 


Complete in 
address. 


METAL RIDER ROLLER 
Litho Engineering & Research, 
Eastlake Ave., Seattle 2, Wash., 
Heftv-Roller, and aaaieel 
action, heavy duty rider roller 
for 1200 Series Multiliths, It 


nounces the 
oscillating 
is said to 


effect a 
especially 


great improvement in presswork, 
difficult half 
color work, ete, The 


noticeable on 
tones, heavy solids, 


oscillating action of the roller with its 


precision machined surface helps produce 
a continuous, equalized flow of ink to the 
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the first truly qutomatic 


electric duplicator a 


Famous Industrial 
Designer 
Jean 


Reinecke MODEL 76 


a Be hs 


plus FE. Tax 


PUSH-BUTTON control for automatic starting and 
stopping makes the new Conqueror Electric Spirit Dup- 
licator the first truly automatic spirit duplicator on the 
market. 


Styled by famous Jean Reinecke, the Model 76 
COW U ER ag isn't merely a motor added to the highly popular, hand 
operated Model 70, for as you can see, the motor drive 


is not an appendage —-~ it was carefully considered from 


a 4 hn the inception of the Conqueror series. Scientific design, 
and built-in unit construction gives you the sweetest 
mechanism, the most smartly styled, the most versatile 


and efficient office machine you've ever seen. 
Push the button and the motor and feed start operating. 
The last sheet through turns off both feed and motor... 
THE ELECTRIC automatically. And, if you're interested in single sheet 


DUPLICATOR WITH feeding as in systems duplicating, there’s a feed lock- 


out, and a single revolution of the cylinder is obtained 


ALL THE FEATURES... by merely pressing push-button. Spirit of ‘76 duplicating 
is completely effortless .. . at this low price it's a natural 
for any apc school, church or institution. 


Son \ The HEYER Corporation 
1821 S. Kostner Ave., 
Chicago 23, Illinois 


Famous in 
Duplicating 
for over 
VISIBLE FLUID SUPPLY — You ADUSTABLE PRESSURE CON- ROTARY FEED—Electrically op 50 years 
always know level of fluid in TROL — Assures moximum copy erated, zips the copies through 
tank, no pumps or rubber hoses runs of always brilliant copies in perfect registration poper 
to get out of order Should copies lighten, odjust size up to 9 x14 inches 
control 


FLUID CONTROL — Mecsures RAISE. AND LOWER CONTROL BUILT-IN RESET COUNTER — PUSH - BUTTON CONTROL — 

exact flow of fluid to paper — Simple dialing of control Always in view of operator Push - button starts duplicator 

compensates for any kind wheels rcises or lowers print on you run exact number of copies running, last sheet through shuts 

of poper, ony atmospheric con page. Forget all centering tricks you need off machine and motor. Can be 

dition operated single sheet, hond 
feed for systems use 





VMVOUMMCEHMLEH v 


OF GREAT IMPORTANCE TO THE 
OFFICE EQUIPMENT INDUSTRY 


AED LE OP 


world famous 


TYPEWRITERS 


have come to America 


Bringing the MOST COMPLETE LINE OF 
PRECISION WRITING MACHINES ever offered! 


STANDARD MODEL UNIVERSAL MODEL 
with Memory Margin set, 92 characters, light Heavy duty — with interchangeable carriages 
weight, streamlined, standard keyboard of 12”-15”-18”-26"-35” automatic double 


spacing, paper injector, decimal tabulation 


FULL ELECTRIC MODEL 


with all automatic features including adjust- 


RIGHT HAND MARGIN JUSTIFIER 


Simplest operation for an even right hand 
able key stem touch to suit operator 
margin, with carbon ribbon. Low priced 


TYPING TESTER LABEL WRITER AND PHARMACEUTICAL MODEL 


for schools and personnel offices. Shows with split platen for handling 4 rolls of 
speed of typist and reveals typing weak- different size labels. Selects and automati- 


nesses of students cally feeds any one label separately 


Limited exclusive franchises available in various parts 
of the United States to Dealers interested in handling 


highest quality typewriters with unusual selling features 





Write, Wire, Phone: MIKE LEISHIN, President 


GRAMONT CORPORATION 


Sole U.S. Representatives 


2756 ROWENA AVENUE, LOS ANGELES 39, CALIFORNIA 
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top form roller which prevents horizontal 
streaking and ghosting. The — brass 
Hefty-Roller weighs 2 Ibs., four times 
heavier than the standard rubber rider 
Multiliths. The added 


weight aids in working ink more effi 


roller on = small 


ciently, breaks down pigments much more 
better 
more brilliance and sparkle, increased 


thoroughly and _ gives control, 
depth and intensity of coverage in solid 
areas, it is claimed. Other advantages 
of the new roller are that it prevents 
uneven inking or skipping, always stays 
in full contaet with the large ink roller, 
does not wobble, sag, pit, swell or get 
out of round, It is also available with 
1/16” hard rubber covered eviinder, De 
scriptive folder from above address. 


DUPLICATING INKS 
Frankel Mfg. Co., 285 Rio Grande 
Blvd., Denver, Colo., makes Klean Write 
No. 777-A. Miracle-Dry Ink, a_ trouble 
free oil base ink with the advantages of 


water soluble ink. It dries so quickly 


that slip-sheeting is unnecessary. At the 
same time, Miracle-Dry gives less show 
through, permitting mimeographing on 
both sides of the sheet. This ink works 
equally well on open and closed drum 


THe Orrice—September, 1954 














S-T-R-E-T-C-H 


your office space! 


FILE-MATE” 








De Luxe 


Combination 


File 


Cabinet 





A 4-in-1 unit that makes your office do more in 
less space! ‘'File-Mate'’ replaces four different 
pieces—saves space.... time... money! 

1. "Top Secret'’ Compartment. Roomy secret 
compartment for confidential documents! Com- 
plete with lock and key and titled envelopes. 
2. SAF-T File holds 2,000 documents, complete 
with file folders for fast, tidy filing. 

3. Storage Cabinet With shelf to double floor 
area. Plenty of room to accommodate books, 
bottles, papers, or many other bulky items. 


UNCONDITIONALLY GUARANTEED! 


Finest heavy-gauge all-steel construction @ Serateh 
resistant baked enamel finish in handsome decora 
tor colors @ Dimensions: 12'/2” wide, 10” deep, 
30” desk height. 

For convenient, efficient filing with maximum secur 
ity--order a File-Mate Deluxe from your office 
dealer, department store or write for name. of 
nearest dealer, 


GOODFREND metal products co. 
14815 South Loomis Street 
HARVEY, ILLINOIS 


Manufacturers of steel specialties 











machines. Klean Write Gestetner Paste 
Ink is now supplied in attractive litho- 


| graphed direct feed tubes, as shown at 


right. No adaptors are necessary sinee 
the tube screws directly into the machine 


| and it gives the sharpest, cleanest write. 


WATERCOOLERS 


| 
Frigidaire Div., General Motors Corp., 
Dayton, Ohio, announced modifications in 
its line of five self-contained bubbler 
watercoolers that offer increased flexibil 
| itv of application and operation, Units 
are powered by Frigidaire rotary com 
PINK PLASTIC | pressors. Three models have air cooled 
PUTTY... tet pulls the dirt out of type- | condensers and two have water cooled 


writer type rather than washing 
it into the machine 


% 


é 
Flatten the putty ~ Ts 
by pressing very "ag ees } 
, 


“— 





Press it on all of 
the type. Do not 
rub 


Fold the putty 
upward to origi- 
nal pyramid shape 
aN # 
NO MESSY LIQUIDS to remove nail polish, 
spot or spotter clothes. 
NO HARMFUL FUMES to covse headaches 
or colds. 

To moke neot erasures—just touch the word condensers. The air cooled models have a 
to be erosed, Bud will absorb the surplus ink. | capacity for cooling 6, 12 and 18 gals, of 
Then erase ond there will be no smear. : : ie 

water per hour respectively. The two 
Retails for 50¢ each water cooled models each cools 14 gals. of 
Dealers—write for sample and cost water per hour, but one of these is 
equipped with a metal container which 
encloses all electrical switches and con 
BUD TYPE CLEANER trols in conformance with Underwriters 
roi Oo 54a es 8 explosion-proof specifications and is de- 
BALTIMORE 12,MARVLAND | signed primarily for the petroleum indus 
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Let a FREE TRIAL of the OLD TOWN Inkless DUPLICATOR 
show him how much time and money can be saved. 


YES—It's amazing how you can turn hours of office work into 
minutes. If you need another copy of anything, check OLD 
TOWN Inkless Duplicators. 


FAST—Perfect facsimiles, faster than a copy a second. 


CLEAN—No inks, no stencils, no plates, no make-ready, 
no cleaning-up! 


EASY—So simple and automatic, anyone can operate. 


BRILLIANT—Unmatched legibility of copies, up to 6 
colors printed at once. 


VERSATILE—Ideal for 6 to 600 copies—from postcards 
to posters. Replica reproduction of typed, ruled, drawn, 
or printed material. Letters, memos, forms, records, 
charts. Re-usable originals. 


ECONOMICAL—The least expensive method. Low in Cx 
first cost, operation and maintenance. 


Let an OLD TOWN sales counsellor, trained 
in office procedures, demonstrate at your con- 
venience the many advantages of the unique 
OLD TOWN Inkless Duplicating method. 
Use the coupon today. 


VISIT BOOTH 136—NSOEA—Conrad Hilton, Chicago . 
Nat'l Bus. Show, Sec’t C—7!Ist Armory, Park Av. & 34th St., N.¥.C, 6 asic wis ly aie 


OLD TOWN CORPORATION, Dept. 0-9 

345 Madison Ave., New York 17, N. Y. 
Gentlemen: Please send me complete informa- 
tion on the OLD TOWN Inkless Duplicators. 


(1 You may arrange FREE trial 





ee 





€-Z ort 
has the ANSWER 
to your PROBLEM 


Any employee, with 
no special training, 
can make over 60,- 
000 sorts per hour 
with the E-Z Sort 
System. 


CONTROLS . . . SIMPLIFIES . . . EXPEDITES 


No matier what records you now 
keep, you will widen your controls, 
simplify your systems and expedite 
whatever work your records control— 
by switching to the E-Z Sort System. 

Let us 

strate the advan- 


demon- 
tages you can 
gain with E-Z 
Sort records, 
tailor-made for any of your office or 
plant procedures. Write today for 
facts. 


E-Z SORT SYSTEMS, LTD. 


45 Second St., Dept. 3, San ~ tae 5, Calif. 


Sole MANUFACTURERS of E-Z SORT Systems. 
Over 50 Offices to Serve You. 


The st riped, 


| available for all 
| containers: 


try, chemical and industrial plants where 
exist. Its 
designed for 


an explosion hazard might 


companion model is loca- 


tions where dust and lint might clog an 


air cooled condenser or where room tem- 
high. Other 


foot or hand operated 


peratures are 
features 
bubbler 
of the water 


excessively 
include 
controls; instantaneous cooling 
water tem- 
splash- 
Bonderite-treated steel cabi- 
nets, and smart new Coco-Rio Beige 
stvling. Bottle-tvpe 


as it is delivered; 


perature control; stainless steel, 


proof tops; 
eolor 
models are also 


ay ailable. 


DUPLICATING INKS 
Ink Specialties Co., 523 N. Halsted St., 
Chieago 22, IIl., inks 
for all types of rotary stencil duplicator 
machines, 


manufacturers of 


introduces a family 


package 


design for its entire line of Canode inks. 


tw 


IPLICATOR 


wrap-around labels are 
printed in brilliant chartreuse and black 
for high quick produet 
identification. The new packaging is 
14-lb. and 1-lb. 
flat, round and cone-top cans, 
and plastic squeeze bottles. The same de- 
sign is lithographed on Tube-Pakt ink 
for Gestetner duplicators. All Canode 
inks may be packaged for private brand 


visibility and 


Canode 
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what is “packaged arithmetic” ? 
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‘Packaged arithmetic*”’ is a way to in- 
crease figure-work efficiency, provided 
by the Olivetti Fully Automatic Printing 
Calculator. 

You hand this all-purpose machine any 
kind of problem (or job) in business arith- 
metic, It performs all calculations automat- 
ically, hands you back all details of the 
problem, plus the answer, conveniently 
‘‘packaged” on printed tape . . . quick and 
easy to check, to file, to attach to work 
papers. 

The only fully automatic printing caleu- 
lator, fully tested in more than 7 years 
of commercial production and use, it 
automatically multiplies and divides, is 
also a complete 10-key adding machine 
with direct subtraction and automatic 
credit balance. Versatility and speed make 
Olivetti’s “tpackaged arithmetic’ ideally 
suited to most business operations. 
Proven dependability makes the cost of 
maintenance contracts lower than for any 
other comparabie machine. 

For information, write Dept. BP, Olivetti 
Corporation of America, 580 Fifth 
Avenue, New York 36, New York. 


olivetti 














TOP SHEET OR 
SECOND SHEET 
IS YOUR 
PRINTING PLATE 


Form is completed in 
one writing—and top 
sheet or second sheet 
is your printing plate 
for running off as many 
copies as you require 
on your offset dupli- 
cator or Ozalid ma- 
chine 
Only Replimat One-Write System gives you 
these exclusive advantages 

1. Can be folded for mailing 

2. No slip sheeting necessary. Where master 

printing plate sheet is in second position, no 

slip sheeting is necessary since the carbon 

cannot affect or tone the Replimat plate 

Resists fingerprints 

Eliminates etching 

2-year shelf life guaranteed 

Replimat master can be used on offset dupli- 

cator or Ozalid machine 


We guarantee to reduce your costs 


The Replimat One-Write System is the ideal 
money-saver for food, grocery, liquor and package 
goods order forms; inventory, replacement and 
spare parts sheets; export-import forms etc. 

We also produce marginally punched continuous 
forms, teletype rolls and all business forms 

We will design an operating system to suit your 





Ss. 
CALL FOR REPRESENTATIVE TODAY! 


REPLICA corporation 
Manufacturers of Offset Duplicating Supplies 
154 NASSAU STREET NEW YORK 38, N. Y 


distribution under the new labels” or 
using labels supplied by purchaser. Write 
above address for further information, 


prices and details on jobber imprints. 


COLUMN LOCATER 

Monarch Metal Produets, Ine., 724 8. 
Columbus Ave., Mt. Vernon, N. Y., offers 
the Hughes Column-A-Liner, a two-piece 
plastic device into which is inserted a 
paper strip or column headings can be 
written on the base piece to provide 
quick and positive identification of posi 
tion and/or data on tabulated work. It 
can be used as a reading guide and elimi 


nites need to place column headings on 

















tabulator runs. Other uses inelude locat- 
ing posting position and reading ae 
countant worksheets. Clips are provided 
to attach it to a punched card tabula- 
tor, typewriter, copyholder or posting 
machine for quick location of typing 
positions. It holds column headings in 
reading position with continuous and 
multiple-copy forms, eliminates errors 
and saves time. Reverse of the bottom 
plate is a 14” ruler. The Column-A-Liner 
is $1.75 f.o.b. Detroit. 


” 
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.. . WITH THE NEW DIEBOLD 
SUPER ELEVATOR FILE 


Whether your record volume is measured 
in tens of thousands or millions, effi- 
ciency depends upon case with which 
you find each record, finish with it and 
find the next one. Expediting the han- 
dling of mass records is the new Diebold 
Super Elevator File’s specialty. This 
motorized file brings any record to the 
operator’s finger tips within three sec- 
ANY onds. Operator remains seated. An 
automatic filing “V” in each tray speeds 


ONE OF finding, referring and posting. Short 


trays keep all work within easy reach 


% A MILLION and permit instant division of work. 


There are no closing operations. . . sim- 


ply push a button and the file’s electric 
AT THE brain automatically delivers the next 
record by the shortest route. 
TOUCH 
OFA 
BUTTON! 


... IN AUTOMOBILE TITLE BUREAU 
OF CUYAHOGA COUNTY 
(Cleveland, Ohio) 


50°% faster! This increase in speed of 
handling records with Diebold Super 
Elevator Files means faster service to 
public and law enforcement officers of 
Cuyahoga County. Average daily activ- 
ity includes filing 1,600 new automobile 
index records in addition to pulling 
2,500 for reference, address changes, re- 
! moval for transfer filing, etc. Operators 
® now enjoy freedom from fatigue former- 
le () ly caused by walking, stretching and 

oi Cee * 8 ee eb stooping to handle records. 


919 MULBERRY RD., S.E. 

CANTON 2, OHIO Write today for details about the fastest 
and most economical way of handling 
mass records in minimum space. 


48-A-D 


Sowing Awohican Business Fon Nearby al ‘outuny 
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for Every Office! 


Certified 


Office Machine 
PAPER ROLLS 


The superior quality paper rolls 
used in cash registers, adding ma- 
chines and teletypes in offices and 
stores everywhere! 





tested for micromatic 
accuracy 


guaranteed for smooth 
operation 


clean cut, lintless, 
without splices 


red ink warning marks 
near ends 


conveniently pack- 
in individual 


AVAILABLE AT ALL 
LEADING STATIONERS 


DEALERS: Write for CASH 
REGISTER ROLL SPECI- 


FICATION SHEET and 
prices today! 


RITTENHOUSE 
PAPER CO. 


6405 South Wentworth Avenue 








Chicago 21, Illinois 


CASH BOX 

Goodfrend Metal Products Co., 14815 
S. Loomis St., Harvey, Lll., makes the 
Money-Mate all steel cash box which is 
divided into two sections. The hinged 
lid compartment locks with a separate 
key to safeguard petty cash, stamps, 
checks, ete. The file compartment is 


equipped with follow-block and guides 
for bills and receipts (and recipes when 
used in the home). Sturdily constructed 
of heavy gauge steel, the Money-Mate is 
available in decorator colors with outside 
snap-lock and handle. Information on 
this and other specialties can be had 
from above address. 


BOOK INDEX TABS 
Superior Printing & Loose Leaf Co., 
900 N. Franklin, Chicago 10, Ill, makes 
Tabbies which are printed transparent 





index tabs in standard sets including 
alphabets, numbers, months, ete., for in 
dexing ledgers, manuals, directories, ete., 
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ORE YOUR WIDE PLATES & NEGATIVES 


in elther of these 


NWO NEW STREAMLINED 
CABINETS 


Mim-E-0 * 2066 "ROLLAWAY” 


Protects and Stores up to 400 Multilith No. 2066 and 
Davidson No. 233 offset masters and negatives 


Scientifically designed to completely protect and file 
large size offset masters and negatives. Advanced 
engineering includes corrosion-proof ventilation and 
vertical filing for elimination of scratching, pressures 
or other marrings. Gray Hammerloid baked enamel 
finish makes the Rollaway a handsome addition to 
any office. 


@ Ball bearing swivel composition rubber casters for 
easy, quiet movement. 

®@ Nickel-plated hanger tracks for smooth sliding of 
hangers. 

®@ Heavy-gauge, all-steel construction. 

® Height 26%", width 1942, depth 28”. 


U.T.D. No. 2066 Small floor area but tremen- 


dous storage capacity for 
Multilith No. 2066 and David- 
son No. 233 masters and 
STORES UP TO negatives. 
@ Progressive-type suspension 
1000 of 10 rollers and 6 ball 


MASTERS AND NEGATIVES — D221 ings assures free and 
@ Height 5034", width 21”, 
depth 28’. 


Please send me full details about the new MIM-E-O l 
Offset 2066 Files. 











1 
Name 
1 


i 
Address 1 
4 
{ 








MAIL THIS , om 
COUPON TODAY City, DO RG iatininils 


MIM-E-O STENCIL FILES CO. 1214-21 w. Chestnut St., Chicago 22, HMlinois 
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taik 
about 
office 


efficiency! 


heres tremendous 
type and hand lettering 
savings 


with FILMOTYPE 


COST —a 12-inch line of type 
or hand lettering yours for 
less than 5c! 


SELECTION — Over 700 styles 
and sizes from 12 point to 
big 144 point! 


QUALITY—Sharp, black proofs 
perfect for reproduction... 
yours in minutes! 


OPERATION —After } hour in- 
struction, anyone can be an 
expert! 


SiZE—Only slightly larger than 
a typewriter! Fits easily on 
any desk! 


See for yourself! Write for 


FREE demonstration and de- 
tails to Dept. 09 


FILMOTYPE 


60 W. Superior, Chicago 10 
4 W. 40th St., New York 18 


either bound or loose leaf. Their trans 
parency allows use on any page without 
separate divider sheets and even over 
printed matter. Tabbies can be attached 
to any weight material including light 
weight tissues; are self-adhesive and need 
no moistening. Tabbies will last indefi 
nitely without losing transparency or 
causing sheets to wrinkle. Strength is 
added to indexed pages around the tab 
aren to eliminate tearing but no bulk is 
added to the indexed volume. Die-cut 
Tabbies come on letter-size sheets for 
one-hand application, 


MAHOGANY SAFE 
Brush-Punnett Co., 545 West Ave., 
Rochester 11, N. Y., makes the Sentrv 
Cabinet-Safe with exterior of African 
mahogany trimmed with antique style 
solid brass hardware. The closely fitted 
doors open from the front for easy access 


to the safe itself. Its design allows plae 
ing a safe in executive oftice, sales or 
showrooms since unit appears to be a 
furniture cabinet. Tt is suitable as an 
end table, TV stand or occasional table in 
the home. Outside dimensions are 254%" 
high, 20” wide and deep. Interior of safe 
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MAKES THE DIFFERENCE! 


TEMPO TODAY OFFERS YOU THE MOST COMPLETE LINE 
OF STENCIL DUPLICATING EQUIPMENT AND SUPPLIES 


T, Ml » ffl 

empo Imperial 
King of High-Speed, 

Heavy-Production Duplicators 


$895.00 


geha dual-cylinder 


@ FOUR GREAT MODELS 
@ ELECTRIC AND HAND 
@ PRICES START AT $199. 


A DUPLICATOR—A STENCIL AND AN INK FOR EVERY 
CHURCH, SCHOOL, ORGANIZATION AND BUSINESS OFFICE 


WRITE TODAY FOR FULL INFORMATION 


MILO HARDING COMPANY 


Main Office 
SAN FRANCISCO 5 LOS ANGELES 15 PITTSBURGH 22 
141 New Montgomery Si. 432 W. Pico Boulevard 317 Third Avenve 














THe Orrice— September, 1954 











Headliner 


FORMS and DEVICES 








Leading Stationers v 
dev ¢ ry t 


“Nee 


Sensational Hano N.C.R. Business Forms with 
r developed by Nat 5 ssh Register 


[rit to f r ris ¢+yne up + oven 
eupt vi) ype uf > seve 


Hano Refolder Registers, the new HUR 
model ze { every neec . » Quick, ciean 
foolproof! Don't m ne and other new 


c 


Hano items at the NSOEA Show, Ct 6go, 


Sept. 18-22 
a ia 


*New Branch Plant a! 
naa 
dealers with quicker 


cost some aealt 


west and Midwest f 


General and Sales Offices: HOLYOKE, MASSACHUSETTS 
Branch Plant: MT. OLIVE, ILLINOIS 


contains 2340 cu. in. protected from 
fire by vermiculite insulation at tempera 
tures up to 1700° F. Mahogany cabinet 
will fit all Sentry Safes now in use. 


PLATEMAKER, LIGHT TABLE 


Robertson Photo-mechanix, Ine., 3067 
Elston Ave., Chicago 18, Ill., makes the 
Star Series Plate Mates designed and 
priced for oftice offset duplicator users. 
The Star-Lite Printer is a rugged vacuum 
printing frame with Merc-a-lite for high 
speed, quality platemaking. Its speed is 
comparable to an are lamp while overall 
coverage (17” x 22”) is more even with 
no hot spots. A specially designed re 
flector and proper spacing between the 


2 


Mere-a-lite and printing frame eliminates 
undercutting. The other unit is the 
sturdy Star-Glo Table patterned after 
professional layout opaquing and_ strip 
ping tables. Its cool fluorescent tubes 
light instantly and provide soft, non-glare 
illumination. The 16” x 20” plate glass 
is ground on the underside for even light 
diffusion. The Glo-Table comes equipped 
with stainless steel straight edges, cali- 
brated for accurate stripping, and a stain- 
less steel T-square. It is compact and 
can be carried to work areas, 


SHELF LABEL HOLDER 
Office Products, Ine., 9925 Freeland, 
Detroit 27, Mich., offers improved Perma- 
Stik label holders for bins and shelves. 
Made of \ inylite plastic these are self 
adhesive with activated adhesive that 
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will not dry out, peel or fall off when 
properly applied. 


Open on three sides 
to hold cards many times the width of 


label holder. Perma-Stik Label Holders 
are made in *%” and 1” widths, all 


6” long. 


TWO-SIDED MOISTENER 
Better Packages, Ine., Shelton, Conn., 
makes the Counterboy Labelor No. 44 
for moistening mounting sheets that are 
two-sided 


gummed on two. sides, o1 


gummed tape, in one operation. Brushes 
and feed table are adjustable for label 


thickness and to assure maximum effici 


NO metaL 
TO RUST 
NO HANDLES 
TO BREAK 


A STAMP FOR EVERY OFFICE AND SHIPPING NEED 


The newest in the fast growing line of Sengbusch prac 
tical office aids, Sengbusch All Rubber Stamps are really 
worth shouting about. Your customers will quickly 
recognize the economy, efficiency and convenience of 
rubber stamping important papers to get speedier atten 
tion and results. Sengbusch furnishes 


cotorruL sates ais FREE / 


Three colorful snappy silent salesmen will attract cus 

tomers and create sales for you. Rich gloss finish makes 

cards easy to keep clean. Equipped with easels and die 
cut for attractiveness 


With eact card assortment 
Sengbusch furnishe FREE of 
charge, 300 illustrated circular 
with your imprint, and catalog 


heets to your need 


assortment ‘“‘A"’ 
Printed in gloss blue and 
yellow 


ASSORTMENT 


ASSORTMENT 
Printed in glo 
yellow 
CARD SIZES 9%" x 12% 


Sell the “STAMP OF APPROVAL”- the SENGBUSCH Line! 


% All rubber. No metal to rust — no handles to break 


% HARD RUBBER handles for rigidity and strength 
SOFT RUBBER printing base gives clear-cut im 
pressions 


green and 








% Titles clearly embossed on handle in contrasting color 


*% Refills are packed six in carton to replace stamps sold 


OTHER SENGBUSCH PRODUCTS... 
SELF-CLOSING INKSTANDS © KLERADESK © IDEAL SANITARY MOISTENER 
NO. OVER FLO SPONGE CUP © CATA-RACK © FILE-A-SIST 


HANDI.PEN DESK SETS * SANITOUCH MOISTENER © “BUILD UP DESK TRAY 
SELF - CLOSING 


Berplesok: sn -cigsme 


1294 SENGBUSCH BUILDING bd MILWAUKEE 3, WISCONSIN 





THE COPYHOLDER 
THAT BECOMES A PART 
OF THE TYPEWRITER 
—Mlilipinigre 


No matter what typewriter you 
use—standard or electric—your 
typists will produce more work, 
faster and more accurately, 
with a Pres-to-line, It operates 
like the typewriter with no lost 
motions. And when the day's work 
is done, it folds with the type- 
writer into most typing desks. The 
Pres-to-line's always ready when 
it's needed to hold a single sheet 
or a catalog in correct reading 
position. These features save time, 
prevent errors and raise your 
typists’ morale. Try Pres-to- 
lines at just a few typ- 

ing stations and you'll see & 

why it's preferred in the 
country's largest offices. 

Write for illustrated 

literature and local 

distributor's name. 
PRES-TO-LINE 
CORPORATION OF AMERICA 
2339 Cotner Ave., Los Angeles 64, Calif. 


) CLES 


brushes wear after long use. 


as 
Srushes 
and filling. 
for use because lower brush feeds water 


are easily removed for cleaning 


The Labelor is always ready 


to upper brush to keep water film at tips 
of brushes. Its low design prevents shift- 
ing or spilling. Takes labels up to 414” 
Illustrated from above 


wide, literature 


address. 


GRAPH PICTURES 
Chart-Pak, 


Stamford, 


100 Ave,, 


Picto-Paks 


Inc., Lincoln 


Conn., makes for 


| illustrating statistical graphs and charts. 


Designed by the Pictograph Corp, in 25 


symbols depicting men, women, coins, 


stacks of bills, power, machinery, con 


struction, grain, ete. Other svmbols will 
Rach S14” 


be available. x 11” sheet con 
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tains 68 to 98 symbols of one design in 
114", 3%” high. In 


sheets reverses, 


three sizes, and 14” 


some instances include 
Retail 


|} $8.50 per doz. in any assortment. 


sheet 
Picto 


| Paks are easy to use for charts since they 


price is $1 per single or 


adhere readily to plastie sheets, cloth or 


paper and can be reproduced by photo- 


copy and offset. They are especially de 
signed for low-cost pictorial charts. Free 


folder shows svmbols available. 
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WRITING INK 


Sanford Ink Co., Bellwood, IIl., are dis 
tributing Sanford’s Penit Ink in one-fifth 
bottles with fluted sides for easier 
handling and equipped with spout caps 


An ink developed 
for controlled 
flow 


for easier pouring. The new package is 
shown at right in illustration while the 
individual, distinctive folding carton is 
ut left. This size bottle is easier for 
women to hold. Complete information 


from above address, 


CARBON-INTERLEAVED FORMS 

Pierce Specialized Equipment Co., 550 
Peninsular <Ave., San Mateo, Calif., 
offers a free folder, ‘‘ Miss Tip-Outs Has 
Something to Show You,’’ deseribing 
the user benefits of carbon interleaved 
forms produced on the Tip-master All 
Kleetrie Glue Tipper. The folder shows 
how Tip-Outs, prepared  carbon-inter 
lenaved forms, simplify office procedures, 
provide more accurate work expedited 
for lower overhead and higher profits, 
It shows examples of several Tip-Out 
forms in actual use by a typical business 
firm. Emphasis is given to the way in 
which Tip-Outs assure positive control 
in filling orders, shipping, billing and 
many purchasing and accounting opera 


tions, 
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File it Fast! 
Find it Fast! 
ith the Visible-80 
Filing System 


Install these interlocked, eusy-to-read 
peckets in your present file cabinets and 
they become drawersful of permanent effi 
ciency. Because “Visible-80” is as precise 
as the finest accounting system; you reduce 
filing and finding time, eliminate misfiling, 
and realize savings as high as 300%. 


Visible-80 is different... here’s why: 

@ Titles are on TOP of the pockets where 
you can read every one of them. No un- 
sightly tabs hide the file you want 


Channels slide smoothly along side rails 
and hook conveniently over the spacious 
durable pockets to form a continuous 
suspended series of pockets 


The channels are joined accordion-fash- 
ion so that papers can’t slip between 
pockets. Pockets can be easily added or 
removed 

@ “‘Visible-80"’ is compact and actually 
saves space in crowded cabinets. It fit 
any standard file cabinet or desk drawer 
steel or wood! 


For complete FREE information on how to have 
"Visible-80" efficiency in your office, write 








h 


1416 ROSCOE ST. CHICAGO 13 
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The Collating Machine 
you've been waiting for! 


suction 
PICK-UP! 
POWER DRIVEN! 
FAST! 
VERSATILE! 
ACCURATE! 
COMPACT! 


MH 


FULLY AUTOMATIC 


VERTICAL COLLATOR 


Perfect for FAST, ECONOMICAL 
Collating and Gathering cf: 


BUSINESS FORMS ¢ CATALOGS e BULLETINS 
PRICE LISTS © HOUSE ORGANS ¢ MANUALS 
INSURANCE FORMS @ PRICE LISTS—and every 
other Collating Job! 


With the high-speed, fully automatic JCM VERTI- 
CAL, one operator working on a 4 part machine 
does the work of 6 to 10 girls working by hand. 
Handles any type of paper stock, in sizes up to 
11"' x 14. JCM Vertical Collators are made in 
multiples of 4 part units up to 24-stations, with 
automatic offset-pile delivery as standard equip- 
ment on al! models 


WRITE FOR FULL INFORMATION TODAY! 


J. CURRY MENDES 
CORPORATION 

1 CURRY LANE @ CANTON, MASS. 
Western Offices: 

500 S. Clinton St. © Chicago, In. 
Eastern Offices: 

22 E. 29th St. © New York, N. Y. 


cabinets for 





VISIBLE FILES 
Diebold, Ine., 910 Mulberry Rd, S. FE., 


Canton 2, Ohio, makes low-cost filing 
Tra-Dex Vertical-Visible 
record systems, Reference can be made 
to any record in the file without touching 
a record. Every record has three vis 
ible margins (horizontal, vertical, and 
diagonal) in which information on the 
record is always visible in the file. These 
visible margins also bring faster and 
better control. The files save many need- 


less and wasted motions: no drawers to 


open and close, no walking to the file, no 
thumbing through the records, no place 
marking. The larger of the two new 
units is a two-tier cabinet housing twice 
as many records as prior one-tier eabi 
nets. The new one-tier cabinet is avail 
able at a greatly reduced cost over prior 
models, 3oth incorporate new design 
and functional improvements, the results 
studies. Full 


of extensive performance 


information from above address, 


HYGROMETER 
230 West 17th 
offers a free 


Duplicating Papers, Inc., 
St.. New York 11, N.Y., 
Humigraph to those in the 
York area who write for it on their 
telling the type of 
duplicating machine their company uses. 
The Humigraph indicates at a glance the 
relative humidity of indoor areas where 


Greater New 


business letterhead 


paper or stationery is kept. 
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Get Dennison Addressing Labels 


at Stationers or write for free sample to 


° 
Deunioon, DEPT. 81, FRAMINGHAM, MASS, 


Dae SBN ale! : ee pe 


He ws 





MULTILITH -DAVIDSON 
Web-Harris, up to 22x34 


8-24 hr. New York pick-up delivery 

service; Speedy Nationwide Service. 

@ Long Run Plates 

© Superior Halftones, Bendays, 
Spread Positives, Close Color 
Registration 

© Line Negatives and Flats 

e inks & Supplies 


One of the Largest Multilith - Davidson \_/ 
Platemokers in the U.S. 


ia, PLATE-O-LITH CO. 


MU 6-6310 
116 E. 27th $t., N.Y.C. 16, N.Y. Make it a RULE to call PLATE-O-LITH 


h __4 A Valuable Proportional 
\ Pg Slide Rule For Figuring 
y Reductions and Enlarge- 

ments 


— 
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Spirit MASTER UNITS 
or CARBON PAPER 


now IMPRINTED 


with your 
PRIVATE BRAND NAME 








AT NO ADDITIONAL COST 
OTHER THAN ART AND PLATES 


Duplicating carbons should produce the same 
number of sharp, clear copies every time. You 
can depend on the uniform high quality of 
Colonial carbons—because for years Colonial 
has specialized in the manufacture of spirit 
master units, spirit carbons, gelatin carbons 
and related duplicating supplies. Colonial 
carbons give longer runs, clearer copies, and 
above all, uniform results. 


Send us a sample of your imprint—a rough 
sketch will do—for quotations. 


ag 46 CARBON COMPANY 
GENERAL OFFICES » SKOKIE, ILL. 
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METAL OFFSET PLATE 
Columbia Ribbon & Carbon Mfg. Co., 
609 Herb Hill Cove, N. Y., 
Colitho Metal Plates 
for offset duplicating which will produce 


Road, Glen 
makes Sensitized 
over 5,000 halftone impressions and over 
20,000 line impressions. Only one clean, 
solution is required» to 


clear prepare 


these plates for the press. 


The image is 
plainly visible after exposure and before 
The Colitho Sensitized 


takes as high as 60% less 


desensitizing. 
Metal Plate 

exposure time than conventional plates. 
Its sensitized acetate surface is easy to 
identify, since it is colored vellow, which 
saves time. Full information from above 


address. 


MACHINE STAND 
Produets, Dept. Oo, 53 W. 
Chicago 4, Ill., makes the 


2000-C de 


Maso Steel 
Jackson Blvda., 
improved No. luxe all steel 
stand for electric typewriters and other 
machines. An elevator device is 
foot 


stand to large rubber casters or lower it 


heavy 


operated with pedal to raise the 
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which is ad 
Foot 


loaded stand 


to soft rubber feet, one of 


justable for uneven floors. pres 


sure locks or releases the 


to use machine or move it anywhere in 


the office. Four steel cups and two ad 


justable channels are optional. 
two leaves can be had, level with top o1 
1144” below top. Top is 184" x 


Drop leaves are 184” x 144". Heigh:: 


woo on ” 
24 or 351%". 


green or brown baked enamel, 


CONFERENCE TABLES 
Mutschler Ind., 
inakes Samson conference tables in peri- 


Bros. Co., Nappanee, 


od styles ranging from early Jacobean 
to modern in American walnut or white 


oak and of any style, size or height. 


A series of matching smaller tables are 
write for 


also available. Dealers should 


complete catalog. 
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One or 
1954". 


Finished in smooth gray, 


| offset plates, PSC 


ATLAS HAS THEM ALL 
LARGE AND SMALL 


FILING SYSTEMS FOR OFFSET PLATES 
NEGATIVES AND STENCILS 


FILE-ALL MODEL for the larger offset plates, 

negatives, x-rays, blueprints to 21'' wide by 26" 

long. May be equipped with 22'' patented SHC 

Hangers especially designed for serrated edge 
d (spring clip type) Hangers for 

straight edge plates or GIHC (Cripdex) Hangers 

for group eer 

Constructed of heavy gauge steel, casters and lid 

with locking stop-arm. 

Dimensions: 30'' high, 24'' wide and 28'' deep. 


The File-All is just one of a complete line 
of Vertical Filing Systems. Write for infor 
mation on the complete line. 

See Atlas Vertical Filing Systems at the 


NSOEA Convention, Booths C-3 and C-4 


ATLAS STENCIL FILES CORP. 
16728 WESTFIELD AVENUE 
CLEVELAND 10, OHIO 








MAGAZINE RACK 
f > : : | 
FOLD 15 to Halverson Specialty Sales, 1221 W. 
Chestnut St., Chicago 22, IIL, announces 

the 10-P all steel Magazine Rack in 

| e ers ail lif which 30 or more full-size magazines can 


be conveniently and neatly displayed on 





a counter or table top. The rack features 





with the 


NEW. , BANCROFT Jr.° 


Electrically-Operated Hand Fed 


FOLDING MACHINE 


Put a stop to profit-wasting, slow 
folding operations! One operator 
can feed and speed all your folding 
jobs on this fast, accurate folder. 


Costly features — practical tilt-backs and has five double 


width compartments of 10 pockets, each 


e 
yet priced low 13” wide for the maximum number of 
magazines. It keeps copies erect and in 
Adjusts quickly to all popular folds full view for easy selection and replace 
single, double, letter, wallet, accordion Led : sles , 
Takes sheets up to 10"' x 15" ment. The Halverson 10-P Rack is com 
20 times fester than hand folding pactly constructed and mounted on four 
Easy to set and operate z : , 4 
Portable—only 28" x 16" x 12" rubber scratch-preventing feet. It is 
Low cost—only $265.00 freight prepaid 2746" wide, 1014” deep and 19” high in 
Satisfaction guaranteed A , 
gray Hammerloid baked enamel on heavy 
Send for complete Information Today. suuge steel. List is $17.50, f.o.b. Chicago. 
Dealer Inquiries Invited 


CENTRAL PRINTING MACHINERY CO. 


Dept. D., 3622-24 W. Chicago Ave 
Chicago 51, Ill 





STORAGE CABINETS 
Steel Service Mfg. Co., Steubenville, 


Ohio, makes a complete line of Steel 





Pride Storage Cabinets with Jet-Lok 





RUSH DETAILS on the exeiting new BANCROFT JR 4 construction in which the front, sides 
t and back slide together to form tight, 

for OFFICES for DEALERS - positive, U-turn inter-locking joints 

@ along the entire length of each mem 
Name : ber, This cuts assembly time in half. The 
t Jet-Lok principle gives extra strength 
Address : and rigidity, and greater protection 
| 
os 
af 


against pilferage. Made of heavy-gauge 


City Zone State 


EE Ee eae stecl with a paracentrie type lock built 
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GO PLACES with Waldon Roberts Enanann py ARNEY- : Yes and No 


See Blarney Castle, kiss the famous 
Blarney Stone and Irish legend hath it that 
youll have all the luck in the world! 
Don’t trust to luck with erasers. KNOW that 
you're getting the finest, best- 
suited, for your own particular 
requirements; the erasers that 
Ireland and all the world know 
best and use most: Weldon 
Roberts Erasers. They Correct 
Sales ae ——— Mistakes In Any Language! At 
your regular supply dealer’s. 


¥'S Tl HUWMGN NI CVA 


121 ELLIPTIC. Soft gray eraser in handy 
elliptical shape for pencil or ink erasure’s 
on all types of work. For office workers, 
tn oa ala smen, artists. 
yaw typists draftsmen, artist 


WELDON ROBERTS RUBBER CO., 365 Sixth Ave., Newark 7, N. J. 


World's Foremost Eraser Specialists. 





LOWER COSTS! 
HIGHER EFFICIENCY! 


ADJUSTEZE typing table is fully adjustable! Ideal 
for tall or short employees! Permits correct pos- 
ture that minimizes fatigue, increases speed 
and accuracy ! 

ADJUSTEZE means lower production costs and 
higher efficiency for the modern business office! 
ADJUSTEZE has an all-steel frame . . . durable 
iat eaideeiaiae all-welded construction! 20° by 36” sound-dead- 
desk height from 25% ening top! Low initial cost! Life-time wear! 


to 33” and locks auto- 
WRITE TODAY FOR FREE BOOKLET! 


atically! 
PRECISION PRODUCTS CORPORATION 


Office Furniture Division @ 707 East Vermont Avenue, Anaheim, California 
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NEW! Fy: bale 


1250*-1300-2066 
Multilith 
Outlast many rubber feed rolls. 
Excellent register on any stock. 


Once installed no further adjustment needed 
regardless of weight or finish of stock. No 
swelling on ends, causing paper to feed 
crooked into grippers. Less tendency to pick 
ink and offset work and turn jobs. Machined 
to close tolerance that never changes with 
storage in comparison to shrinkage and ex- 
pansion of rubber. Press tested for past year. 
End your feed roll troubles .. . 
Write for Details! 10 Days FREE TRIAL 


* Specify if your machine has 1 ot 
3 feeler fingers for sheet trip. 


ALLIED LITHO SUPPLY CO. 


212 Mission St., San Francisco 5, Calif. 




















rigidized street 


TRANSFER CASES 


priced to compete with cardboard 
transfer cases 


Constructed of heavy furniture steel. 
Added strength & durability due to the 
special forming process of rigidizing. 

@ Available in letter and legal size. 

@ Baked on enamel finish in lustrous 
office green 

@ Horizontal & vertical stacking feature. 


ORDER TODAY! 


Visit our Factory Showroom while in Chicago. 


Top FLIGHT PRODUCTS CO., INC. 


Manufacturers of Steel Office Equipment and the 
Famous No. 25 R Steel Transfer Case. 
6224 S$. Oakley Avenue, Chicago, Illinois 
WaAlbrook 5-7100 














i 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 


the new Telescopic Eyeguide: $1775 


TAX EXTRA 


PREE TRIAL OFFER. Write, asking us to send you 
o RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 

4209 39th Street, N.W 


RITE-LINE CORP. Washington 16, D.C. 














Now... ONE KIT x 


solves all 
your stamp 


problems! 


IT’S Edmar does two jobs at 
we once-its convenient 
‘Injector’ slides —_ 


EDMAR 32°28 
t stamp impressions 
yer normally use... and 


THE AMAZING ‘tS Startling beauty 


hd PY | sd nating the messy jumble 
Injector of ordinary rubber 


stamps. One handsome 
STAMP KIT case aa ae han- 
e, ink, deluxe 
ad, and up to 14 
Only $9.95 ector” slides! So simple 
Complete with to use, too! Slip the de 


red slideinto the han- 
12 Stamps le Gnd use. That's all. 


See Edmar at your stationery 
dealer's or-Booth 236 Sept. 18-22 


Weu| sankers & MERCHANTS, INC 
3229 N. Sheffield Ave., Chicago 13, Illinois 
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three 


rods. 


into the handle to lock doors at 
by means of a cam and 


The line includes a size for every necd? 


places 


file-high, desk-high and full-height cabi 
nets with single or double doors in office 
forest 


gray or green, 


ODOR ELIMINATOR 
General Ozone Corp., 855 W. Washing 
ton Blvd., Chicago 80, [ll., 
Type CV ozone generator for forced-air 


makes the 


heating or cooling systems. 
to install and introduces ozone into the 
airstream to 


odors from smoking, cooking, ete. 


It is simple 
eliminate objectionable 
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TRADEMARK REGISTERED 


ac-a-desk 


The Amazing Desk Stabilizer 


Makes Typing 
Easier, Faster 


Typewriters were built to operate on a solid, 
firm base; any wobble or springiness upsets 
their precise mechanism. Many typewriter 
platforms are worn and wobbly causing skip- 
ping, piling, poor touch and action... in 
many instances, immediately corrected by 
JAC-A-DESK. JAC-A-DESK expands from 
flaor to platform, automatically wedge-lock- 
ing into a support as firm and solid as the 
floor itself. Typists love JAC-A-DESK be- 
cause it makes typing less tiring, neater, 
easier... office managers praise 

its economical efficiency. 


JAC-A-DESK 


expands from 
16” to 30” 
—h igih 
enough to 
support stan 
dard height 
desk leaves 


Up in a jiffy 
—locks auto- 
matically. 
Non - snag 
satin-like fin- 
ish. No pro- 
truding locks 
or handles. 
Sure grip COMPLETE 
rubber ends 
Easy tostore 








~ 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, California 
IN CANADA: Underwood Ltd., Toronto. 








AMERICAN REGISTER 
CONTINUOUS FORMS 


are your BEST BUY... 


because: 
W-I-D-E V-A-R-I-E-T-Y 


There are American Register Forms for every 
step in industry—from purchasing and re- 
ceiving, through manufacturing, shipping, 
billing and paying—all designed to speed 
production 


SPEEDY SERVICE 


Modern equipment and trained personnel 
with years of know-how provide unexcelled 
service—orders are filled faster—as promised 
—on schedule. 


CONTROLLED ACCURACY 


Whether you use counter registers, tabulators 
or billing machines, there are American 
Register Dastiennes Forms to fit your needs 
—perfectiy printed, accurately punched and 
numerically controlled 


A few of our 
Time -Saving Products 
\ ~ <> 














; 777 MAIL THIS COUPON TODAY---~ 


AMERICAN REGISTER CO., DEPT. 09 
BOSTON 27, MASS. 


PLEASE SEND FURTHER DETAILS 
SHIP TO 
ADDRESS 
CITY & STATE . 


Police Say Business 
Is Too Apathetic to 
Bad Check Passing 


ARELESSNESS and the tendency 

of business firms to charge off bad 

check losses as “good will” or “over- 
head” may be a prime factor behind the 
“fastest growing crime in the U. S.,” 
according to the police chiefs in 98 
cities of over 40,000 population who 
participated in a survey by Todd Co. 
Check crooks took between $400 and 
$500 million last year and this year’s 
losses are expected to approach $600 
million. Department stores contributed 
most, with supermarkets second. Police 
reported only one-third of the merchants 
in the 98 cities exercised proper care in 
cashing checks and only that same pro- 
portion fully cooperated with police to 
investigate and prosecute after they 
were taken. More than half last year’s 
passers were amateurs with no previous 
police records. About a fifth were 
women. Their three favorite methods 
were: passing completely bogus checks 
with phony signature or indorsement or 
both and drawn on a non-existent or 


collapsed bank account (sometimes on a 


non-existent bank); forging maker’s or 
endorser’s signature on a_ legitimate 
check; counterfeiting a legitimate check. 

“Know your endorser,” was the ad- 
vice often given by the police. 
Other good advice was: 

1. Don’t cash out-of-town checks. 

2. Be especially careful when clerks 
are very busy. 

3. Demand better identification than 
a social security card or driver’s license. 

4. Guard blank checks, cancelled 
checks and check protection equipment 
carefully. 

5. Don’t cash checks for juveniles. 

6. Don’t cash post dated checks. 

7. Don’t cash checks written in pencil 
or checks that show signs of alteration. 

8. Don't be impressed by big cem- 
pany names on checks. 


most 
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TUB FILES FOR aoa ai 


E 


Fastest and best method for card reference and pulling. Most 
economical, too. Cards sit above frame — accessible at com- 
fortable sitting or standing height. 

Modern styling. Heavy-gauge steel construction. Equipped 
with covers and plastic-surface workboard for posting. Avail- 
able in varied capacities. Send for complete information 
including name of local TAB representative. 


TAB PRODUCTS CO. 57 Post Street 


San Francisco 4 California 


TAB PRODUCTS CO. HAS A COMPLETE LINE OF ACCESSORY EQUIPMENT 
FOR YOUR TABULATING DEPARTMENT. WRITE FOR ILLUSTRATED CATALOG. 


‘““Paper Punches Every Office Needs!’’ 


CLIX 


1-HOLE 
CLIX PAPER 


3-HOLE PAPER PUNCH | PUNCH 


Simplest, surest paper punch made. Punches Personal paper 
all 3 holes for 3-ring binder sheets at a single punch for indi- 
squeeze. No adjustments to make, no gauges viduals, home, 
to set, no places to mark. Insert sheets and office and industry. Light pressure of thumb 
squeeze! Weighs less than 16 ounces; fits punches clean '4" hole instantly in paper, light 
brief case or desk drawer. $3.75 list. cardboard, etc. Ideal for punching tickets, tags, 


t >ks. 241 
0 ey ee es : res aurant checks. 24 in counter 
> Oe display carton. 60 cent list. 





4" dia., spaced 4%" on cen- 
ters, 4" from back binding 
edge — standard spacing 
11” x 8'2" sheets. 


MODEL 100... Punches 4" 
hole, !4" from binding edge. 


Order from your Seesdemad or Office Supply Dealer 
NEW ENGLAND PAPER PUNCH CO., NATICK, MASSACHUSETTS 
WESTERN REP.— HARRY HENKEL ASSOC.,, 1355 MARKET ST., SAN FRANCISCO 
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ye. \ 8) ie wee | PROMPT 
\ Good Honschooping b fi tI =<) iia DELIVERY’ 


~ 


————_— 


OUTSTRETCH ... OUTLAST .. . OUT Se Name) is 


Conforms to Federal Specifications 


PLYMOUTH RUBBER COMPANY, Canton, Mass. 


ELECTRICALLY WELDED — sgt sey CABINET Its must for business 
HEAVY GAUGE STEEL : ay oe of’ ts Mind Sell Its. mans 
CONSTRUCTION HELPS YOU ® deste’ glide ‘en "ball. Wonrings, Elec 
SELL THE o soe ao gn long 

Py with lock optional to assure privacy 

PARKER ‘ Available in baked enamel finish: 

Z Green, Grey Grained Walnut and 

SLIDING ‘a Mahogany 


3 CONVENIENT SIZES 
DOOR & 6 SLIDING DOOR MODELS 
ee STYLE DESCRIPTION SIZE 
ee 72SL Steel Sliding 
Door, Storaye or 72x36x18 
FEATURES OF CONSTRUCTION ae 
i—No swinging Doors to block aisle 72SL-24 — Stora or 72x36x24 
e ’ 2 
2—Adjustable shelves for Storage use Wardrobe 
7 om converted for Wardrobe : 42SL Steel Sliding ~42x36x18 
3—Sheives easily adjustable within Door, Storage 
4—E lectrically welded construction 425.6 — Sliding 42x36x18 
throushout a oor, Bookcase 
5—Shipped SET-UP ready for imme- @& 30SL Steel Sliding 30x 36x18 
= use (no nuts, bolts to fuss : Door Storage 
6—Heavy Gauge furniture steel Bs ae Foe : 30SLG_~ Glass Sliding 30x36x18 


throughout es - 2 
7—Baked on Enamel finish in Grey, & Door, Bookcase 


Green or Brown ee {Available with lock on request) 
8—Doors operate on targe roller 


a PARKER STEEL PRODUCTS, INC. 
SEE OUR EXHIBIT—Chicago Convention Booth 346 60 COLUMBIA ST. ° BROOKLYN 1, N. Y. 
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Office Production 


(Continued from page 94) 


provement and lower costs. Where pos- 
sible, results should be expressed in 
dollar and cents savings. The simplest 
and most effective way is to report 
What your total costs would be today 
if your unit-cost was the same as. it 
was last vear, or five or ten vears ago. 

Some years ago in my effort to ob- 
tain recognition for the accomplishment 
of our planning group, | worked out 
a formula whereby I was able to ex- 
press office savings in terms of. sales. 
It was based upon a net profit of $8 
per thousand of sales (new 
written). A savings of $1,000 per year 
was equivalent to $125,000 of sales and 
a savings of $10,000 was equal to 
$1,250,000 in new business. Moreover, 
operating savings recur while new 
business has to be obtained every vear. 


business 


The statement has been made that 
the office machinery industry is several 
years ahead of the people responsible 
for the applications. IT am inclined to 
agree, particularly as it pertains to 
electronic equipment. Our progress in 
this area, and I feel confident it will 


MEY 
miLLAR 





b 
Az, 


“Oh, Miss Jones, I found your gum!” 
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MANAGEMENT SEMINARS 


Attendance limited to six persons 
Five-day sessions * 9 AM.-5 P.M. 


Uses of Electronic Computers 
Mechanization Other Subjects 


H. A. WARNER 
(formerly Technical Director of NOMA) 
Box 19, Route 4 Elkridge 27, Maryland 











WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by Bonaperial 


ASK YOUR DEALER 


DESK CO. 
Evansville, indiona 





“SLIP-ON” LABEL HOLDER 





$O | For I"' Ring Books, 25c ea 
S$O-2 For 2"' Ring Books, 35¢ ea 
$O-1'/, For "7" Ring Books, 30c ea 


OFFICE PRODUCTS. INC 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


SECURITY BRAND 
Complete Line of 
DELUXE ALL LEATHER 
or CANVAS & LEATHER 
Mail Bags For Your 
Select Clientele 
CAN-PRO@,-. 
>) "FOND BU tac. wis, y, 








be very substantial, will be dependent instantaneous result. What the machine 
upon our ability to recruit and develop does not do is real thinking, which we 
office engineers of a very high type. hope is largely the reason for having 
Certainly developments in office ma the electronie machine in the first place; 
chinery, particularly in electronics, will to tree our employees for the real 
play an increasingly important part thinking required for programming 
in the office. The implications will be — work. 
widespread, having a bearing not only Increased emphasis will be placed on 
upon stepped-up production but upon organization studies, a determination 
the organization structure, job training as to what is the ideal organization 
and employee morale. structure, what changes must be made 
If we should divide the functioning to attain it, time allowance, availability 
of the human mind into four categories, of qualified personnel to man the major 
they might be reverie, rationalizing, and minor divisions and selection of 
routine thinking and real thinking. Be understudies, 
cause electronic machinery does not re We should make progress, perhaps 
tain all the rubbish that the human with the assistance of the psychologist, 
mind accumulates, the machine never in improving our technique of selecting 
induges im reverie. Neither does it office supervisors. In the main, we are 
indulge in rationalizing, that techniqae — still following the traditional procedure 
of warping the facts to suit the pa of emphasizing length of service and 
pose. The machine does routine thinking — technical understanding of the job. 
which the human does with his memory. When we learn how to detect potential 
In that, the machine excels the human — leadership qualities in candidates for 
because of its absolute accuracy and — promotion, we will have solved one of 


CHANGEABLE NAME PLATES 


Raise morale by giving everyone 

their own personalized name bk 

plate. You can afford it with WM ca. M O RAN 

Acme Changeable Desk Signs be- 

cause they never become obso- T 

lete yet always look dignified. Al Bf OU R SE RV IC : 

Write for catalog and prices on 

many styles for desks—or for ACME BULLETIN & DIRECTORY 

% walls, doors, etc. BOARD CORP. y 
> 37 East 12th St., New York3, NY. <—— 

















ROLL-A-LINE 


The Aristocrat of Copyholders 


EXCLUSIVE FEATURES—Automatic Spacing, 
Co-extensive Underscored Reading Line, 
Collapsible. One Year's Guarantee. 


Dealers inquiry invited. Manufactured by: 


P. O. Box 5061 
ROLL-A-LINE s 6114 East Admiral PI. 
5 Tulsa 16, Oklahoma 
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FORCE 
NUMBERING 
MACHINE 


Fast-selling ... 
profitable ... 
time-saving 
numbering 
machine. Write 
for price lists 
and catalog. 


WM. AL FORCE 


JIO NICHOLS AVENUE, BROOKLYN 8,N.Y 
SALES OFFICES NEW YORK CHICAGO, SAN FRANCISCO. CANADA 


oe ee 





Announcing the 
appointment of 
ALL PROCESS, INC. 
as 
United States 
Distributor of 
the world famous 


Banda 


line of 
Spirit Duplicating 
Machines 
S 


ALL PROCESS, INC. 
1640 Connecticut Avenue 
Washington 9, D. C. 
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Reg. U.S. Pot. Of. 


INCREASES 
OFFICE EFFICIENCY 


Amazing one unit memo 
organizer ‘‘never forgets 
to remember."’ 


NEW DESK (2)\ 0) ta? 


The single Expaditer unit replaces all miscellaneous 
paper cluttering up the desk. Organizes important memos 
and notes in one place. Speeds work tirough! Saves 
e! Unit holds 400 slit-apart memos (perforated at 
op), up to half year’s use Discourages wasting costly 
tationery and forms for serib>led notes. Pays for itselt 
in efficient cost-cutting operation, Put an Expaditer on 
ery employee's desk and see for yourselt! 
Only S8.10 per doz. (minimum order) 
Send No Money! We'll Bill You! 
SATISFACTION ASSURED 
Exclusively Sold By (Est. 1937) 
GOODYEAR PRINTING & STATIONERY CO. 
270 Lafayette St., Dept. TF-9, N. Y. 12, N. Y. 


handle papers faster 
with 


SORTKWIK 


-(- 


No more clumsy 
rubber fingers or 
messy sponges 


Easy to apply, SoRTKWIK 
creates a greaseless, stain- 
less, tacky film permittin 
handling more papers ror | 
faster. 

Now widely used in a va- 
riety of businesses through- 
out the country, SORTKWIK 
is setting a new standard for 
efficient and speedy paper 
handling. 

Order a supply from your 
stationer Topay! Or send 
ONE DOLLAR ($1.00) for 
two regular size containers 
to try out. 

Average 4 months 

supply 


apply between 
fingers and thumb .. 


= 
oe 
= = moete 
“3 acky film.. 
ind sort, collate, 
: count, file 
LEE PRODUCTS CO. 


2738 Lyndale Ave. $ Minneapolis, Minn 











HOT WAX 
SPOT 
CARBONIZING 


Any Shapes—Any Sizes 


The new “Hot Wax” process of spot 
carbonizing eliminates drying and 
fading! 


It offers flexibility . . . spotting can 
now be done in all shapes ... and 
sizes up to the unusually large 


25x38” sheet. 


And practically all paper stocks can 
now be spotted including safety stock 
and the gummed side of gummed 
stock. 


Quotations and samples cheerfully 
submitted and with no obligation, of 
course. 


General Offices & Plant 


U. S. CARBON & RIBBON MFG. CO. Inc. 


621-623 Cherry St., Philadelphia 6, Pa. 


Established 1895 








the most difficult problems in office ad- 
ministration. 

| believe emphasis in the field of 
supervisory and executive training will 
he away from the formal plans in favor 
of creating a business atmosphere which 
will permit and encourage the ambitious 
and gifted workers to train themselves. 
I doubt that we can train men im 
management skills. People develop skills 
by observing the experts and by con- 
stant practice. Opportuntites for both 
must be afforded. 

To an increasing degree, our man- 
agements will become aware of the 
wisdom of providing adequate — staff 
facilities to help promote more effective 
office administration. I refer to research 
talent and technicians to advise and 
assist operating supervisors. 

The. position of the office methods man 
will become that of office engineer com- 
parable to that of the industrial en- 
gineer in the factory. Large offices will 
have office engineering departments re- 
sponsible for selection and adaptation 
of machinery to production, scheduling 
of work and conducting research. 1 
hope our universities will envision this 
trend and offer appropriate courses for 
the men we will need, 

I believe we will reexamine the sup- 
posed cost advantages of highly spec- 
ialized repetitive tasks to determine 
more accurately the point of diminish- 
ing returns. We may find that job 
enlargement, an antidote to the dead- 
ening monotony of simple repetitive 
work, will pay off in lower unit cost. 
Production standards for incentive pay 
will be restricted to those jobs of a 
highly repetitive nature, while the 
principle of group work measurement 
will be adopted for the balance of the 
organization. 

One of the most challenging tasks 
which confronts the office manager is 
to relate wages to production rather 
than time spent on the job. Our office 
wage policy has been traditionally based 
upon hours of work with the assump- 
tion, which we know is not true, that 
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unit 
Some 


this uniformly reflects produe- 
tion, recognition is given to pro- 
duction in merit rating but the 
has not been convinced that he or she 
will be compensated in accordance with 
pertormance. Work measurement and 
standards of performance are the tools 
available for establishing an equitable 
distribution of the salary fund. 

There will be developed equitable 
standards for the appraisal of super- 
Visors and department heads and their 
compensation will reflect their relative 
performance, Increased attention will 
be given to training in fast reading 
and adequate will be devised to 
enable us to screen out applicants with 
substandard reading ability. More in- 
dustries will develop institutional edu- 
cational courses along the lines of the 
work being done by public utilities, 
banks and insurance companies. As a 
medium for the development of per- 
sonnel, these courses have proven most 
effective. 

The changes effected by sound office 
production management have more than 
contributed to bring about a rise in 
our national economy. Future technical 
advances will give rise to even greater 
social and economie problems that will 
affect us all. The need for dealing 
with these articulately will raise the 
status of the office production manager 
for beyond where it is now.—From an 
address at the 25th anniversary dinner 
of the Office Executives of Neu 
York, 


tests 


Assn. 





1875-1954 


The First Eradicator Ever Made 
H. H. COLLINS INK ERADICATOR 


BEST BY TEST © STILL THE FIRST 
ORDER DIRECT FROM 


COLLINS-BENTON CO., INC. 
200 Washington St., Hoboken, N. J. 
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worker 


ERASERSTIK 


ERASERSTIK is & 
sweetheart . . 
Typists, Clerks, Book- 
keepers and Account- 
ants love it. 

The white polished 
wood case protects the 
famous A. W. FABER 
erasing stock — keeps 
it fresh. Easily sharp- 
ened with a knife or 
mechanical sharpener. 

A quick flick and 
errors in typewriting, 
ink or pencil disap- 
pear — leaving not a 
trace. 

Make sure your 
Dealer sells you 
ERASERSTIK, not some- 
thing “just as good” — 
because, frankly, there 
is nothing just as good. 
Ask the folks who use 
ERASERSTIK. 


FABE 


oe 2S 








R:castece 


y INC. NEWARK 





3.4 








Management Seminars 
Seminars on office 
mechanization, elec 
tronic computers, 
operations research, 
job evaluation and 
performance rating, 
plant and office sys 
tems, will be con 
ducted by H. A. 
Warner at Hursley, 
Kikridge, Md. 


limited 


H. A. Warner 


Groups are 
to six persons with five full-day sessions 
on each subject. $250 per person covers 
all expenses during the five days. Mr. 
former technical director of 
Office 


several vears has worked 


Warner, 
National 
the last 
Cardall Associates on problems of office 


Management <Assn., for 


with 


systems and procedures, and the planning 


of mechanized accounting installations, 
From 1928 he spent several years devel 
oping banking uses for what was then 
the relatively new alphabetical tabulat 
ing equipment, Before that he had been 


a plant industrial engineer. Literature 
on the seminars can be had from H. A. 


Warner, Box 19, Rt. 4, Elkridge 27, Md. 


Office Conferences 

The 
operation 
Assn., will 


Wisconsin, in ¢o- 
Manutae- 


University of 
with the Wisconsin 


turers present an integrated 


series of one-day conferences for office 


Milwaukee 
will be five 


managers in beginning Oct. 
19. There 
April 19. 


eluding subjects and conference leaders 


conferences to 
Fee is $15 each. Literature in 
Management In 
», Wis, 


is free from Industrial 


stitute, Box 2098, Madison 


224 


AMA Workshop Seminars 


Assn. held its 


control, 


American Management 


record management and forms 
branch office operations and space plan- 


New York 
Discussion leaders were Dr. 


ning workshop seminars in 
last month. 
Herman Limberg, Bureau of the Budget, 
City of New York; Robert E. Weil, Beth- 
lehem Steel Co.; William L. Crunk, Rev 
nolds Metal Co.; G. Gilbert Murray, Lib 
Mutual Insurance Companies; kd 
ward J. Richardson, Behr-Manning Corp.; 
T. J. Manzke, Pure Oil Co. 


erty 


Los Angeles NOMA Show 


\n office machinery and equipment ex- 
position and inter-city conference will be 
held at the Biltmore Hotel, Los Angeles, 
Oct. 25-27, by the Los Angeles Chapter 
of National Office Management Assn. Ex 
hibit 
Ingram, Emseo Mfg. Co., Box 2098, Los 


Anyeles 54, 


information can be had from R. JJ. 


Records Conference 
The National 
Council joins the 


Records Management 
School of 


New York 
University to sponsor their First Annual 


Graduate 
Business Administration of 
Conference on  Reeords 
Sept. 20-21. Tuition is $50. Literature 
from Dr. H. W. MacDowell, New York 
Washington Sq. N., New 


Management, 


University, 6 


York 3. 


Free Coffee Break 


sankers Life & Casualty Co., Chicago, 
gives its home office employees 1,500 cups 
of coffee daily: 9:15 to 


2:00 to 3:30 p.m, which costs the eom 


10:30 a.m. and 


pany approximately $525 a week, 
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Now! New Desk Top Copying Machine 
Gives You Direct Copies in Seconds! 


Makes up to 300 Copies Per Hour at a Cost of Less Than 2¢ Each! No Stencils! 
No Masters! No Negatives! No Messy Inks! No Vapors! 








SRUNING 


Saves Time and Money in General Copying 
and in “One Writing” Business Systems! 


It's here! The high speed, all-purpose copying machine 


that turns out exact, facsimile copies of letters, invoices, 
reports of prac tically any thing ty ped, written, or printed 


on ordinary translucent paper—in seconds! 


Think of it 
to 11] inches 


copies of 200 to 300 different items, up 
in width by any length, made in one short 
hour. Made by a clean, quiet, odorless process that in- 
volves no stencils or paper plate “masters”...no messy 


inks...no ammonia or ozone vapors! 


This remarkable new machine is so compact you can 


locate it anywhere, so versatile you can apply it in 


(BRUNING 
py tl0x 








Copies anything typed, written, 
printed of drown on ordinary tron 
lucent poper— in seconds 
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practically any type of paperwork operation, It’s tailor. 
made for order-invoice Operations, pure hasing receiving 


work and similar one writing bu iness systems... 
for specialized copying by accountants, lawyers, engi- 


neers and for general copying 


The Copyflex Series 100 is made by the Charles 
Bruning Company, specialists in copying since 1897, 
Let us show you how it can save you time and money 
in your office. Mail us the coupon below for full par- 


ticulars 





Charles Bruning Company, inc., 
4700 Montrose Ave., Chicago 41, Ill., Dept. 705 


Please send me more information about the Bruning 
Copyfiex Series 100. 


ee 
Compeny 
Address 


City 





Seeeeescseeseoeesesesas 








for personalized 
office duties 





~ STREAMLINER DESK 


THIS NEW VERSION of the famous G/W 
Streamliner Desk embodies features of in- 
dividualized service to executives and staff 
workers. 

NOTE these improvements shown in the 
“open” view above: 


Nylon glides on box drawers—quiet, 
smooth, easy operation. 

Large file drawer rides on progressive 
suspension—easy operation regardless 
of load. 

New positive automatic locking device. 
New pedestal construction—pedestals 
are interchangeable. 


& Sound insulation. 


THE MODERN STYLING and outstanding de- 
sign is retained to assure perfect matching 
with present G/W Streamliner equipment. 


SEVERAL NEW and highly attractive colors 
have been added to the standard colors 
previously available. 


TYPEWRITER MODELS are equipped with the 
new G/W arc-swing mechanism—a sensa- 
tional advance in convenience, efficiency 
and ease of operation. 


YOUR G/W DEALER will gladly demonstrate 
these features; find him in your classified 
‘phone book listed under “Office Equip- 
ment.” Or write for illustrated description, 
Dept. 6-0. 





Engineering Specialists in 
Office Equipment, Systems 
and Visible Records 


Cincinnati 12, Ohio 
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Automation No Job Threat 


A question in the minds of many see 
National 


Was \ oieed 


retaries attending the annual 


Assn. convention 
Me Manus, 
toured Underwood Corp, showrooms with 
other visiting She 
‘*Don’t all 
machines mean fewer jobs? What’s going 


Secretaries 


by Joan Indianapolis, who 


secretaries. asked, 
these new, automatic § office 
Her ques 
P. Ray, Under 
wood vice president in charge of research. 
‘*The fact that 
million people employed today, despite 


to happen to us secretaries?’ 


tion wus answered by C. 
there are more than 60 


steady technological advances, assures 
office professionals that if full automa 
tion or even semi-automation didn’t re 
quire people to operate machines, Under 
wood would be designing itself right out 
of business.’’ Mr. Ray declared that the 
ultimate objective of improved office ma 
increase ef 


chines and methods was to 


ficiency and lower basic business costs. 
‘*No one can say that our improved port 
able typewriter has threatened the art of 
writing or the pencil manufacturer, de 
spite the many new advantages the port 
able has brought to the home and school,’’ 
he reminded the girls, He noted the same 
held ottice 


machines. 


true for advancements in 


Genevieve Lenz who 
was selected Secre- 
tary of the Year at 
the annual conven- 
tion of National 
Secretaries Assn., re- 
ceived her crown 
from Ann Sothern, 
star of the ‘Private 
Secretary" TV pro- 
gram. Mrs. Lenz is 
secretary to Salem 
G. Mansour of the 
law firm of Phelps, 
Gray & Mansour, 
Niagara Falls, N.Y. 
At right are Julia S. 
Robertson, Birming- 
ham, and Nettie 
Davenport, Chicago, 
runners up. 
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Increase Reading Skills 
Western Michigan College, 
offered loeal 


course to improve their 


Kalamazoo, 


businessmen a 10-week 


speed anil eom 


prehension in reading. The 23 who took 


it ranged in age from 26 to 62 and 
70° increase in 


i 
averaged ai T0% 


ae } r 
re ading 


¢ 


speed and a 15% rise in comprehension, 


according to Homer L. J. Carter, direetor 
of the 


Republic Rubber’s C.A, 


I, Stanley Wittenauer was promoted to 


college "s psycho eduentional 


the newly created position of chief ae 
countant at the Republic Rubber Divi 
sion, Lee Rubber & Tire Corp. Mr. Wit 
tenauer joined Republic as a produetion 
worker in 1939 and subsequently worked 
transferred 


in the laboratory. He later 


to the billing, then to the treasury dept. 

Hudson P&P Executives 
John H., 
credit manager of Hudson Pulp & Paper 
Corp. Mr. Hudson 
15 vears, positions of 
chief 
will retain his position of offiee manager. 
Pat iggera is 
i 


L, 
and Day 


Maass has been appointed 
Maass has been with 
held the 


and office manager. He 


having 


accountant 


i assistant office manager 


d Frankel is chief accountant. 








"EAZY-READ" 
MULTIPLE FORMS 


Another QUALITY development by 
American Lithofold. Combines our ex- 
clusive “407” bond with special carbon 
paper. Proved easier 
to read than old style 
forms... right down 
to the very last copy. 


UP TO 20 COPIES ON 
ELECTRIC TYPEWRITERS 


FREE samples sent 
on request 


AMERICAN LITHOFOLD’ 


Corporation 


500 BITTNER ST. ST. LOUIS 15, MO. 


MODEL 41C 
CARBON COPIES 
NUMBERING 
MACHINE 


Will make up to 
12 geod carbon 
copies. 
WRITE FOR 
DETAILS 


654321 


Facsimile Impression 


AMERICAN NUMBERING MACHINE GO. 


ATLANTIC AND SHEPHERD AVENUES 
BROOKLYN 8, NEW YORK 
Branch—105 W. Madison St., Chicago 2, III 





ZIP-O-RITER 


Addresses Directly 
from Card 
Files 


Five 
times 
faster 
than 
typing! 
Addresses any form, envelopes or carton 
without plates, ink or costly machines. 
Anyone can use the Zip-O-Riter which 
prevents copying errors. it's fast, ac- 


curate and economical. Write for litera- 
ture and prices. 


ZIP-O-RITER CO. 


3046 So. Flamingo, Denver 20, Colo. 


LINE MAGNIFIER 


Saves Eye Strain 


€ 


me 








ESPECIALLY ADAPTABLE FOR USE 
ON STANDARD COPY-HOLDERS 


Also can be used on flat desk work, Enlarges fine print 
or Elite type to easily readable size 
Available in three sizes 

l-inch width 8” long @ .$3.50 
14-inch width 9” long @ 4,75 


1%-inch width—12” long @ 5.75 


if your dealer cannot supply—order direct, We ship 
rated firms open account prepaid—also cash with order. 
(Dealer inquiries invited.) 


P.O. Box 1753 Fort Worth, Texas 
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Office Worker Wins | 
First Prize in 
Paper’s Waste Drive 


CAPACITIES UP TO 

WIPE OUT WASTE campaign | 1g Samaatne 

conducted by the Minneapolis Star 

& Tribune offered cash awards. 
merchandise prizes and extra vacation 
for suggestions from employees on how 
to save money and reduce unnecessary 
expense. Built around the newspaper's 
regular suggestion system, the WOW 
campaign produced 1266 suggestions in 
six weeks from 517 individuals repre 
senting every department. Cash awards 
totalling $1,610.50 were paid on 199 
adopted suggestions. 

Competition was stimulated as each 
department was divided into teams with 
a captain at the head of each team 
Vivian Larson of the circulation book 
keeping department had eight of her 15 
suggestions adopted. The winning team 
captain, based on his team’s participa- 
tion and his own personal effort, was 
Richard Shultz, cireulation bookkeeping | 
supervisor. Each received an extra 
week’s vacation with pay (in addition 
to their regular three weeks) and all ex- 

















WIPE OUT WASTE 


Poster and box for conservation ideas in the FABBRICA ADDIZIONATRICE ITALIANA s 1 
Minneapolis Star & Tribune's Wipe Out Waste ‘ A 
campaign. 


MBRIA 36- MILAN TALY 
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POSITIVELY 
WILL NOT HARDEN ON 
PAD IN ANY CLIMATE! 


OFFSET... ; 
N SMUDGE... 
SLIPSHEETING 


New Canode DRI-RITE 100 is 
the finest easiest-to-use duplicat- 
ing ink you can buy! On mimeo 
bond (and some rag stock) it 
dries as it stacks. New formula 
and processing give sharp 
BLACK reproduction SAFELY 
. ..0n open or closed drum du- 
plicating machines. Will not clog 
pads, harden in cylinders or 
damage stencils. Performance 
GUARANTEED! 

1-lb. FLAT or ROUND CAN 

Vaelb, PLASTIC SQUEEZE DISPENSER 


Write for name of nearest jobber! 


INK SPECIALTIES CO., INC. 
523 N. HALSTED ST., CHICAGO 272, ILL. 





penses paid at a northern Minnesota 
resort. 

To promote the flow of suggestions, 
merchandise prizes were given at draw- 
ings held each week in the employee 
cafeteria. To become eligible, an em- 
ployee must have received a cash award 
during the week for an adopted sugges- 
tion, or a Thought and Effort prize 
chance on a suggestion which, though 
not adopted, showed constructive think- 
ing and an earnest effort to eliminate 
waste. About 900 T& FE awards were 
made. 

The total eclipse ot the sun, visible 
in Minneapolis June 30, provided a dra- 
matic final curtain to the campaign. 
Karly in the drive the suggestion com- 
mittee had sent smoked glasses to each 
employee with the slogan “Let’s have a 
total eclipse of waste at the Star and 
Tribune!” Ten top suggesters and ten 
top team captains were guests of John 
Cowles, president of the Star & Tribune, 
at a post-eclipse breakfast at the wind 
up of the campaign. 

Here are a few examples of the prize- 
Winning suggestions: 

Equipping country newspaper deliv- 
ery trucks with a box for correspon- 
dence between dealers and the cireula- 
tion department, thereby providing 
quicker communication and saving post- 


John Cowles (center), president of the Minne- 
apolis Star & Tribune, presents an extra week's 
paid vacation to Vivian Larson and Richard 
Schultz of the circulation bookkeeping depart- 
ment. They were grand prize winners in the 
newspaper's Wipe Out Waste campaign. 
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It’s Here! Get Maximum SPEED. . 
ACCURACY . . EFFICIENCY | 


—with the New, Multi-Rite® 


——FY 


METEOR 


PAYROLL SYSTEM 


@ Scientifically designed new 
Meteor Pegboard assures posi- 
tive registration! And the new 
Meteor Payroll System gives 
you 8 big new extras not here- 
tofore available! 





' 
& 


th 








g | nevccevasccnsenese® | 


cages aed 





eeeensccsencteeceeeeueneses 


Peeaecereered 





eEesasueeersrereeeete 


Me Sieentenee veNe Write for Catalog A—get full 


Sh d details about the entire line of 
ACO Multi-Rite Pegboards and Sys- 
Cs THE C. E. eppar co. tems for various 
procedures. 





accounting 
44-03 Twenty-First St. ¢ Long Island City 1, N. Y. 








Cr £24 


_ Introducing WESCO’S Newest, 
Lowest Priced Desk . oo 


Econom - Aire! 


Econom-Aire single pedestal desk 


53” ”“ | a 

all cesks shipped SU for immediate Ve on) 

_ installation. en 

An all time, low priced quality desk line a 
built *o give a lifetime of service and 


priced for the smallest budget! Wesco's . 

exacting standards show thru in every (oe WESTERN MANUFACTURING 
Econom-Aire detail. Smooth operation, re- ( WESCD COMPANY 

inforced construction, smart lines, make ; 

this America's most competitive desk. —28 AUR ORR 0c (Lt eae 
Write today for information on the Wesco line! 

NEW YORK DISPLAY and REPRESENTATIVE: 


Arthur Gordon Company Associated. 206 Lexington Ave., New 
York 16, N. Y. CALIFORNIA WAREHOLSE and REPRESENTATIVE: Mr. F 
Los Angeles, Calif. 


C. Charles, 2436 East 8th St., 
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Save Time! Cut 
Costs! Better Work! 
Try 10 Days FREE! 


NEW “Visi-Guide” ends pile-ups, press 
stops! Saves blankets, stock! Fits presses 
with Davipson DIAGONAL FEEDERS. In- 
stalls in 2 minutes, no drilling. Try 10 
days FREE. Write today! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 








Whats “" the Excitement ? 


N... for the first time an automatic 


letter folder priced within the reach 
of all offices. Operates manually 
with complete assurance of neat, 
even folds on every letter 


A "MUST FOR USERS OF 
WINDOW ENVELOPES 


FOLOS 4 SHEETS 
AT ONCE, NEATLY 





Af ff.-fold 


@ simple to use fi: FOLDER 


@ Over 1000 letters per hour 


See us at Booth 
@ tested ond proven by offices of oll ses’. No, 348 NSOEA 
Show in Chicago 


THE BLANKENHORN COMPANY, Inc. 


900 $. WABASH AVE. CHICAGO 5, ILL. 


THIS IS NEWS! 


$5,000 WORTH OF 
SUMMIRA ~ paged MACHINES 


Sold in first 


2 weeks! 


Direct Subtraction 
Totals to 9,999,999 
Visible total and 
individual entry dials 
Direct finger action— 
no stylus 
Here's what the Summira 
Adding Machine means to 
you. If you're an office 
manager . . . Summira is 
the first practical, inex- 
pensive, complete adding 
machine with all the fea- 
tures! Now every single member of your company 
can have a personal adding machine, If you sell office 
supplies to businessmen... Summira Adding machines 
were bought to the tune of $5,000 by dealers such as 
you only 2 weeks after our first mailing to the trade. 
That shows a iot of faith in the sales potential of 
these Summiras! 
Ideal fer restaurants, stores, 
men, and hundreds more 


See us at NSOEA 
retail price $39.50 plus tax Show booth #332 
BUSINESSMEN: ask for Summiras 


or write to our address below 


DEALERS: Choice dealerships still available 
SUMMIRA ADDING MACHINES 


Div. of Beutler-Brown Industries 
Madison St Chieago 24, Il 


Don’t drop 
that screw! / 


Hold it with an 
H.J.J. Screw- 
holding Driver 


offices, gas stations, sales 


at your local dealer 


SRO1l W. 


Sizes to 
handle 
from *0 
to #14” 
screws 


THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


ALT 
‘tanpennuanneuenauens 
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age. 

A suggestion on practicing good pub- 
lic relations and courtesy which was so 
well written that it was reproduced for 
posting on bulletin boards. It was an 
idea to “save” customers. 

A regular inter-department memo list- 
ing staff writers and photographers 
scheduled for out-of-town trips, so that 
they could be requested to pick up other 
stories and pictures needed by someone 
else. 

Stop using legal size stencils for 
printing letter size bulletins. Instead 
use the shorter stencils which are made 
for such jobs. 


Distiller’s Payroll 


(Continued from page 83) 


Regular hours print on earnings 
record. 

Regular hours print on employee's 
pay statement. 
Regular pay 
journal, 
Regular pay prints on employee's 
pay statement. 

Regular pay prints on earnings 
record. 

Regular pay adds into crossfoot- 
ing total for computation of gross 
and net pay. 

Regular pay adds into another 
crossfooting total for computation 
of earnings to date. 

Regular pay adds into aecumulat- 
ing total of regular earnings for 
all employees on that payroll. 

10. Regular hours add into aceumulat- 
ing total of regular hours for all 
employees on that payroll. 

The operator never has to worry about 
whether or not she is in the right col- 
umn; that is taken care of for her. 
Cheeks are automatically dated, pro- 
tected, conseeutively numbered — and 
stacked by the machine. All entries on 
payroll journal and check register, earn- 
ings record, employee’s pay statement 
and on the check itself are in original 
print. All earnings and deduction fig 


prints on payroll 
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L : 4 
INKED RIBBONS 


For: TYPEWRITERS ® TABULATING & 
BOOKKEEPING MACHINES ® ADDING 
MACHINES ® ADDRESSOGRAPHS 


Office work runs smoother when 
Codo Carbons, Ribbons and Hee- 
tograph Supplies are on the job. 
Codo’s High Quality proves itself 
in sharper, cleaner work and 
longer service. It’s just good busi- 
ness to specify CODO. 


et SE CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa, 
40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


eh sotalee ties cee nts tae ep te 28 


2 SD St te 


2 0g 
“2 





ULTI-COUNTES was roratty 


Items sold, inven- 
tories, payroli — 
count anything in 
any business — ac- 
curately and fast. 
Anyone can count 
correctly with in- 
expensive Multi- 
Counters which last 
for years Write 
for literature and 
prices 


Made with any 
number of counters 


MULTI-COUNTER MFG. CO. 
401 Broadway, New York 13, N. Y. 





=—Wwaritt 10-——— 


Lansdale Products 


Lansdale 


Corporation, 





For Your Annual 


pincer ROLLER CHANGE 


Insist on a 
"Futuristic" 
5-Star Platen 
for 
Best Results 
Manufactured aoe Distributed to 
Office Machine Dealers by 


AMES SUPPLY COMPANY 











Contact your Local Typewriter Dealer 
PROBLEMS 


3 PHONE PEotvep 


1. Safeguarding privacy. 
2. Quieting the office. 
3. Better hearing—noisy 
places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 
65 Madison Ave. ' 
Rm. 710, New York 16 j 





ures for the overall payroll accumulate 
automatically while posting. Notice that 
we have no fewer than 11 deduction to- 
well as six totals of hours and 
earnings. 


tals as 


The payroll is written at a high speed 

better than 125 cheeks (and all other 
records) an hour. When it is finished, 
the records are, of course, in final and 
easily readable form. 
eards, for labor 
inserted into a_ feed 
145 machine. Its keys from 
used as analysis totals. The 
runs through an employee's 
summary eard, entering each amount of 
labor distribution into the proper key. 
For example, in distillery payrolls, Util- 
itv Dept. goes into the A key; Mill and 
Meal Dept. “oes into the B key; Mash- 
ing and Yeast Dept. goes into the C key, 
ete. When all summary cards for a given 
payroll have each total 
is ¢leared on its own distribution ticket 
which is used as a medium for posting 


The same summary 
distribution, are 
hox on the 
A to S are 
operator 


been pre wessed, 


to labor distribution accounts, as will be 
seCT) below. 


What do we do when there are not 
enough totals on the machine to distrib- 
ute to all classifications? For payrolls 
that have a great many different distri- 
butions, we simply make a primary hand 
sort of the summary cards according to 
general distribution Operator 
then makes several different runs on the 
machine, clearing her totals each time. 
Kevs are used to represent one set of 
accounts on one run, another set of ae 
counts on the next. We could use key- 
make this change, but this is 
unnecessary since the operator always 
knows what she is using the keys for. 

It might be asked whether an em 
ployee’s summary card could not con 
tain distributions that would not all be 
in the general section, but would 
eross over from one section to the next. 
Generally, any given employee's labor 
will fall general section. [1 
it does not still has labor to be 
his card 


seetion, 


caps to 


same 


Within one 
and he 
distributed in a second section, 
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The ROL-RACK 


with FIVE FEET of Shelf Space! 


A BOON TO Purchasing Agents, Account- 
ants, Lawyers, Engineers, Brokers, Hospitals, 
Librarians, Educators, Professional Men 
and Women. 


Sturdy and Durable 

Made of choice selected |!/,"" hardwood. Sloping 
shelves angled for title reading, doweled and 
bolted to insure durability. Side-riveted swivel 
casters with resilient rubber tires which roll 
smoothly with a full load. 


Dimensions: 32" long, 13"' wide, 31" high 
13" between shelves 


Satin Walnut Finish or Natural wood Finish. 


This BOOK TRUCK was designed to sell for 

$69.50, but because of economies effected by 

mass production in our own factories, they are 

being offered at this low, low price. £:8-6. Tenew, 
Woight 59 Lbs. 


HEARTHSIDE INDUSTRIES—A Division of The Grolier Society Inc. 
2 West 45th St., New York 36, Mi %: Attractive Dealer Franchises Available 











If your office isn’t a ‘one typewriter’’ office, 
) it shouldn't be a “‘one scale’ office either, 
or your mailing costs will be too high. To 
' save loss of time (and money), confusion, 
| return of mail for lack of adequate postage, 
place one of these attractive, convenient 
Pelouze Postal Scales on the desk of every 
iY secretary. Use the right scale for the right 
ee purpose—the new one pound accurate 
Z-2 and 2-5 514" high N-1 PRINCESS showing exact postage 
2 Ib. and Sib. by % oz 7 . . 
for all classes including fOr first class and air mail; the durable, 
Parcel Post dependable Z-2 in either 2 lb. or 5 lb. 
capacity with dial showing exact weights for all classes of mail 11 Princes only 4° 
including parcel post by zones—larger Y -Line Scales with ca- Msgs hat 
pacities up to 50 lbs., for shipping rooms. 
Tu stop office confusion, errors and rushing around at mail time, order several 
of these accurate, low cost Pelouze Postal Scales today. 


Stocked by all leading stationers. 


PELOUZE MANUFACTURING CO. '72°<*0%, "0-7 
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Substantially Reduces 


Wy ouigindl NOISE 


of Keyboard Graphotypes 


SOUNTROL Noise Reducing Hoods, the re- 
sult of many years' research by acoustic 
engineers, protect workers from tiring 
noise—increase production and work ac- 

CLEANS... Typewriters, curacy. Your Graphotypes can be relo- 
Billing Machines, Addressing cated for better work flow when noise is 
Machines, Addressing eliminated and machine's appearance is 
Marking Devices and many improved. SOUNTROL Noise Reducin 

others... Hoods do not increase floorspace, retar 
« Easy fo Use « No Mess ventilation nor interfere with machine serv- 
icing. Write for full information today! 


‘Magee i JARDIN ASSOCIATES, INC. 
75 Maiden Lane, New York 7, N.Y. 

















AUTOCOPY SPECIAL OFFERING 


Cleansing Cream 
cater im steins removed in 30 on REBUILT & ROUGH 
Siar Wind 0 tango; won't OFFICE MACHINES 


injure nail polish. Avail- 
able in 6 oz. tubes, '/2 Ib. 


jars, | Ib. cans or jars. F 
Beaters write for com- Complete Selection og 
plete catalog! 


AUTOCOPY, INCORPORATED 
12150 South Peoria St., Chicago 43, Illinois ADDERS, CALCULATORS, TYPE- 


150 West 26th Street, New York 1, N. Y. WRITERS, BOOKKEEPING MA- 
CHINES, ADDRESSING EQUIPMENT 


SAMPLE of AUTOCOPY CLEANSING We offer fair prices, guaranteed 
CREAM will be sent to you FREE pr a math? chai 
OF CHARGE—Just fill out Infor- 5 

mation below: Write Dept. W. Ji 


Us | Send for our 
tie, / special price 
§ list today. 


Address: . ; sf 
aa ites ey INTERNATIONAL OFFICE APPLIANCES, INC 


326 Broadway, N.Y.7,N.Y HAnover 2-6700 
Name & Title: aie Cable ‘‘ADDBOOKAL"’ 


tees 








Name of Company: 
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is placed with the cards for that second and amount are picked up, and the new 
section and automatically taken care of | monthly balances print automatically. 
when that section is processed. Overall Overall totals accumulate in the machine 
distribution totals are proved to payroll and are proved at the end with the 
totals for each payroll. overall totals accumulated on the i145 
Distribution tickets which are the — distribution run for that payroll. Since 
final result of labor analysis on the 145 — these ledgers are always up-to-date, we 
are now used to post the labor distribu- can immediately answer a question like 
tion ledgers each week on the 31 ma- “How much has it cost us for direct 
chines. Hours and amount are entered, labor in the fermenting ak gga at 
previous monthly balances for hours the L & G distillery so far this year 





Liu @r RUBBER orice sPEciALTIEs 


Successful, well- 

established European 

manufacturer of rub- 

ber and flexible plas- 

tic office specialties 

has profitable and inter- 

esting proposal for the 

American stationery and 
office supply trade. 

@ Matton desk and writing 
pads, Attractive,  slide-re- 
sistant, finest surfaces. 

@ Moisteners for all purposes 

@ Many other specialties from 

our favorably priced line, includ- 

ing erasers, typewriter pads, type 
cleaners and cushion pads. 

et & Serene OT ives 

NTED FOR ALL STATES 

D TERRITORIES. 

From Sept. 17 see 


Until Sept. 16 us at the Palmer 
A House, Chicago, 
writetouscareof:  quring the National 
THE OFFICE Magazine Stationery & Of- 
232 Madison Ave. fice Equipment 
New York 16, N. Y. Assn. convention, 





LAUFER GUMMIWARENFABRIK_- HANOVER - WESTERN GERMANY 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


OS 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


“7Ze FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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Borroughs General Manag 


Appointment of 
Tracy Call as gen 
eral manager of 
sorroughs Mfg. Co., 
Mich., 
announced by 
Roby, 


Kalamazoo, 
was 
Douglas F. 
president of Ameri- 
can Metal Products 
Co. of Detroit, of 
which 
a subsidiary. Mr. 
Call was formerly controller of Borroughs 
line of storage 


Borroughs is 
+ int Tracy Call 


Co. In addition to its 
sJorroughs has been manufacturing 
growing line of office 
1952. Currently, the 


production on a new de 


bins, 
a rapidly metal 
furniture since 
company is in 
velopment in simplified steel shelving, 
Borroughs Unitized Flexi Steel Shelving. 
It has been necessary to install special 
increase manpower to 


this 


equipment and 
handle 


Borroughs products. 


production of addition to 


1955 NOFA Convention 


National Office Furniture 
hold its 1955 convention at the Conrad 
Hilton Hotel, Chicago, March 20-23. In 
on registration and exhibit 


NOFA at 327 S. 


Assn. will 


formation 
space can be had from 


La Salle St., Chicago 4. 


Underwood Dealer Manager 
Promotion of Frank R. Dellitt as sales 
Underwood 
Arnold, 
recently 


manager, dealer division, of 
Corp. was announced by W. F. 
Dellitt, 
manager of the typewriter and 
Rockford, Ill, was 


vice president. Mr. 
branch 


office machine firm at 


238 


brought in from the field especially to 
head up the company’s national campaign 
for its new portable typewriter line as he 
is considered an expert in merchandising 
this product. 


Heads Ozalid’s Office Sales 

Ozalid’s 
ing importance in 
the oftice 
field received new 
recognition with 
the appointment of 
Swain to 


increas- 


copying 


Louis <A, 
the newly created 
post of director of 
office equipment 
according to Louis A. Swain 
Naylor, 

manager of Ozalid, A Di 
Aniline & Film Corp. 
Ozalid is adding new dealers every week 
to handle the distribution of 
the Bambino, desk-top copying machine. 
Mr. Swain 
direction of this expanded market cover 
age. Mr. Swain joined Ozalid in 1947 as 
Atlanta office supervisor, was made office 


sales, 
Lewis P., 
general sales 
vision of General 
sales and 
will 


be responsible for the 


manager in 1948 and branch sales mana 
1949, 


assistant to the general sales manager. 


ger in In 1952 he was appointed 


For Bates in Canada 

Stanley M. 
sales manager, Bates Mfg. Co., announced 
that Lee 
sentative in Kansas City covering Minn., 
Nebr. and the Dakotas, 
has been promoted to resident representa 
Toronto. Loyal D. 
Carlon with 
quarters at Overland Park, Kans. 


3ubson, vice president and 


Gamel, who was Bates repre 


lowa, Mo., Kans., 


tive for Canada at 


replaces Mr. Gamel head 
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BATES 
NUMBERING 
MACHINES 

The world’s standord 
for excellence. 


SRE ES MBS i 





a ac ane 


hs 
lie 


SE Ry 
silt alae: 


MERCURY STAPLERS 


> MODEL C STAPLER ~ © Wide range of models for 
BATES REFILL B Mekes its own steples. every requirement 


5000 rustiess Bross stoples == One loading—5000 staples 
each loading. } — 
fe ae ‘ 


Gx 


GATES 

PERFORATOR 

Easiest action, large waste 
container. Compact, economical 


BATES MUNKEE 

SILENT STAMP PADS 
Reversible, renewable filler 
for long life, 

cleor impressions. 


BATES 
SAMSON 
PUNCH § THE 

Powerful, easy to use— in one automatic LIST FINDERS 
perforates up to * action. 


Dato desired is instontl 
%” of poper. y 


before you. 


BATES STAPLE 

REMOVER AND PUNCH 
Instantly removes any staple. 
Punches a hole up to 

@ thickness of 

eight pieces of paper. 
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MR. OFFICE MANAGER 
MISS OFFICE EMPLOYEE... 


TIFFANY 


~n Ane STANDS 














Titte 


7350 FORSYTH 
$T. LOUIS 5, MO 


240 


At last...here are larger, tougher 
stands to satisfy the demands of 
heavy, portable, electrically operated, 
office machines. Huge drop leaf 
affords large working surface; extra 
V-type cross bracing gives extreme 
rigidity. Rollers on caster retracting 
device offer easy retracting opera- 
tion. It’s operator’s and manage- 
ment’s best buy. 


*T. M. Write for full color 


illustrated brochure. 





for heavy duty 
Office Machines! 


MODEL 9000 


WHAT TON-TESTED* MEANS TO YOU 


Tested under 3200 pounds pressure, 
Tiffany Stands were found to be in “as 
new” condition. They guarantee 
machine protection and are practically 
impossible to tip over accidentally. 





Stand Co. 


AT BETTER DEALERS EVERYWHERE 
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Join Wausau Sales Staff 

Harold R. Knott, vice president, Wau- 
sau Paper Mills Co., announced the ap- 
pointment to their sales force of Folke 
Becker Jr. and Joe H. Rye. Mr. Becker 
takes over the territory immediately west 
of the Mississippi River, while Mr. Rye 


Folke Becker Jr. Joe H. Rye 


Mr. Becker 
did sales promotion work after complet- 
ing a training period at the mill. Mr. Rye 
brings with him a wealth of knowledge 


has the west coast territory. 


and experience gained through his years 
of association with International Paper 
followed by with 


be 


connection 


He will 


Co. his 
Lewis-Brownville Sales, Ine. 
located in Areadia, Calif. 


Friden’s Holland Plant 
Purehase of a subsidiary manufactur 
ing company in Wageningen, Netherlands, 


This year's Golden 
Jubilee National 
Business Show will 
be designed in semi- 
billboard style to B.; 
take advantage of j 
the wide, unobstruct- 
ed space in New * 
York's 71st Regiment 

Armory. See-through 

center sections will 

be used in both 7Ist 

and 69th Regiment 

Armories where over 

240 exhibits will be 

on display. 


L 
Dyers 
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to 


announced Friden Caleulating 
Machine Co. The firm will be known as 
Friden Business Machines, N. V. Presi 
dent Walter S. Johnson, who has made 
three trips to Europe in the last eight 
investment 


was by 


months studying conditions, 
reported completion of negotiations and 
manufacture of Friden Calculators 
and Adding Machines would start on a 


small scale within a few 


said 
months. 


National Business Show 


National Business 
Show, which will open Sept. 27 in New 
York’s 69th and 71st Regiment Armories, 
will 

stvle, 


The Golden Jubilee 


have decorations in semi-billboard 
This will the of 
the country’s major expositions to adopt 


be one of first 
this type of decoration, according to Ru 
dolph Lang, managing direetor, and it has 
been made possible by the physical fea 
tures of the 7Ist Regiment Armory which 
affords wide of 

Through the use of 


sweeps unobstructed 


space, see-through 
traftic flow 
will be promoted and the visibility of all 


exhibits heightened. 


center section construction, 


Last year almost 30 organizations dis 
tributed invitations to the Show 
service to their members. Many 
professional groups have indicated their 


as if 


more 


desire to participate this year. 
them 


\mong 


are: American Association of En 


BUSINESS waco al * | 





This forceful point-of-sale adding machine 
display is offered to dealers without charge 
by Swift Business Machines Corp., Great Bar- 
rington, Mass. Made of plywood in brilliant 
colors, it holds three Swift Adding Machines; 
measures 24" x 20" x 22”. 

Institute of Radio 
Conterence of 


wineers, kngincers, 
American Small Business 


New York Personnel Man 
(ssn. of Consulting Man 


Organizations, 
Assn., 


Lingineers, 


agement 
agement and Sales Executives 
Club, 

Production has begun on a catalogue 
of exhibitors’ products and services for 
use of major customers and buyers in the 
field. This 


will be distributed Lo leading corporations 


catalogue, Mr. Lang said, 
around the country, to business libraries 
points. He stated 
that requests for the eatalogue had been 


and other reference 


received from many such organizations. 


Meilink Promotions 


Two appointments at Meilink Steel 
Safe Co., Toledo, were announced by 
Stanley Akers, president. C. C. (Chet) 
Penske, eastern sales representative for 
Meilink from 1938 to 1942 and assistant 
sales 1947 to 1953, 


appointed sales manager, succeeding I. 


manager from was 
F. (Ed) Daily who was assigned to spe- 
cinl duties. Mr. Penske, widely known 
among office equipment dealers, was for 
1947 


4ros, 40NX Co, 


five vears sales 
for Martin 


16 months he has been vice president and 


prior to managel 


For the past 


sales manager of Harper Mfg. Co. Mr. 
Daily, associated with Meilink since 1939 
as sales manager, now has under his di 


reetion all contracts and special ac- 


counts, 


Kurrotighs Buys Tube Plant 
Burroughs Corp. announced acquisition 

of Haydu Brothers of New Jersey, Plain 

field, N. J., 


tubes and components. The company will 


manufacturers of electronic 


continue operations under George’ K. 


Havdu, formerly president, who has been 


named general manager. 


Royal Controller’s Office 


KE. T. Quinn, controller for Royal Type 


Writer Co., announced two promotions: 


Kugene T. Sheridan, formerly tax execu 


tive, has been named manager of the 


Typical of the 44 dealer sales clinics of Victor Adding Machine Co. is this one in Jackson, 
Miss. It cost Victor about $30,000 for the 744 dealers who attended and, according to D. 
Lloyd Allor, director of sales training, it has increased sales. 
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DUPLICATING 
SPECIALISTS 


Scientific know-how and research 
make ROSE products the highest 
in performance and depehdability. , 


é EN oid 


MASTER UNITS” 

SPIRIT CARBONS 

HECTOGRAPH CARBONS 

ro) 90300 O7.039510)) ORE.) 

ALSO Duplicating Fluid & Hand Cream 


‘ 

R oe SE RIBBON AND CARBON 
\ MANUFACTURING CQ., INC. 
"differ 


General Offices and Factory * Harrison, N. J. 
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: BUY REX-O-graeh 


© for Cleaner... Quicker nice 


@ Accurate copies of all kinds of work! 

@ Announcements, letters, office forms! 

@ Colors from one Master, one run! 

@ Postcards to 9”x14” size .. . tissue to 
card stock! 

@ Automatic paper centering! 

@ Precision-built, trouble-free! 


MODELS FROM $95 to $865 
(Plus Tox... F. O. B. MILWAUKEE) 


DEALERS: Choice areas open for steady 
profits on equipment and supplies! 
See us at NSOEA Show, Room 611A, Sept. 18-22 


RE X-O- , Me, 


7844 W. Hicks @ Milwaukee 14, Wis. 


CONFIDENTIAL 








yun | | 
Mail Order Today 


MN La STOCK 


Easiest way to file and find maps, blue prints, 
tracings. Metal cabinet file with locking doors, 


SHIPPED 








112 tilting tubes handle 60” prints. Tubes 
are indexed for quick location. Only $187.50 


PATENT NO. 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main’ Tulsa 3, Okla. 








—— TYPEWRITERS 


ALL MAKES — MODELS 
INCLUDING WIDE CARRIAGE 


ADDING MACHINES 


SUNDSTRAND—BURROUGHS 
VICTOR—DALTON—Hand or Electric 


CALCULATING 
MACHINES 


MONROE—MARCHANT 
BURROUGHS—COMPTOMETERS 


Hand or Electric 
ROUGH or RECONDITIONED 
Write for Prices 
Also ask about our ADDOMETER, the adc aing 


and subtracting mac hine that retails for $1 
and pays you up to 52% profit 


RELIABLE TYPEWRITER 
& ADDING MACHINE CO. 





301 W. Monroe St., Chicago 6, Ill. 








C-THRU HAS 


a 
A MID-CENTURY 


"LUCKY 50° 
Sur-prize! 


See us 

at Booth 59 
at the 
Convention 


Chicago “e- 
at the C-Thru Display at the 
Sept. 18 NS & OEA 50th Anniversary 
to Convention. If you register, 
Sept. 22 you're going to have a grand 
opportunity to walk home 
with the BIGGEST SUR-PRIZE 
you've had in years. 


Big news — big excitement 


RULES © JRIANCLES © NAVIGATIONAL INSTRUMENTS © STENCH S © PROTRACIORS © O1MER OF VICES 
_ f 
Ail) 


| filet 0, Nip iy 


HARTFORD, CONN., 
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company’s newly created budget depart- 
ment, and Howard F. Sweeney, formerly 
assistant tax executive, assumes the po- 
sition of tax manager. Mr. Sheridan be- 
came associated with Royal in 1920 as 
accountant and tax expert. In 1947 he 
was appointed tax executive. Mr. 
Sweeney began his career with Royal in 
1931 as a bookkeeper in the accounting 
department, and transferred to the tax 
department in 1936. He was named tax 
accountant in 1947 and in 1951 he was 
appointed assistant tax executive. 


Svestka Opens U.S. Firm 
M. J. Svestka 
entered the office 
equipment field 
when he took over 
the business of his 
father who had 
introduced Under- 
wood Typewriters 
into Czechoslovakia 
at the turn of the 
century. He ex- 
panded the Prague 
firm to include distribution of Olivetti, 
Totalia, Barrett and Marchant machines, 
When the Reds took over the country in 
1948, Mr. Svestka had 182 emplovees. 
He came here in 1949 and his 30-vear 
background in the office field caused him 
to invent the Secretary’s Secretary, 
which will be marketed by his Mirsa Co. 
of U. S., 1475 Euclid St. N.W., Washing 
ton, D. C. 


M. J. Svestka 


Filmotype’s Chief Engineer 

To facilitate development of improved 
handlettering and type photo composition 
equipment, Donald K. Jewell has been 
appointed chief engineer of the new prod- 
ucts division of Filmotype Corp., Chicago. 
Accessory equipment will be designed to 
complement the Filmotype, most widely 
used handlettering and type photo com- 
position machine for headlines and dis 
play work. Mr. Jewell’s background in 
cludes over 15 years of engineering ex- 
perience. As a registered professional 
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[side Stadt... 


ON MEILINK SAFES 


Inside this Meilink B label safe you see 

a certain combination of drawers, 

shelves and open space. Such a combination 
might or might not suit you. But one 

can be ‘‘tailor-made”’ to your needs for 

itis a Meilink specialty to provide an 
almost unlimited variety of interior arrange- 
ments. Your Meilink dealer will help 

you. Look in the Yellow Pages or write 
Meilink Steel Safe Company, 

1672 Oakwood Avenue, Toledo 6, Ohio. 


with Maui ci For keops 


Meilink Steel Safe Co. 
1672 Oakwood Ave., Toledo 6, Ohio 


Please send me your folder on Hercules insulated 


steel files. 


Name- 





Company 





Street 





City 





COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 
Mounted on Swivel Brake 
Casters which allow the tad- 
der to be rolled freely when 
no one is on it. When you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling. 
Made in 7 heights—3 widths. 
Send for Circular 53-0 and 


rices. 
1. D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, il 





Select Rough — 


@ BooKkKEEPING 


Psince 1927 WO 4-1240° cable: Hodgmech 








Complete plants for the 
manufacture of 





CARBON PAPER 
TYPEWRITER RIBBON 
DRY STENCILS formulas 


HAIDA ENGINEERING CO. 
34-11 Vernon Boulevard 
Long Island City 6, New York 


Manufacturing 
information and 

















Gemine Engraved mm 


JUST MAIL US YOUR 








JJewberry Engraving Co. 


801 SO. 201H STREET- BIRMINGHAM 5, ALABAMA 


engineer in Illinois, he has served as 
chief engineer for Pollak & Skan Phot 
Industries. He has also been a 
Minneapolis-Honeywell, 
Vietor Adding Machine 
Motors and Whirlpool 


graphic 
consultant for 
Bell & Howell, 
Co., Pioneer Gen-E- 
Corp. 


Eberhard Faber Salesmen 


Eberhard Faber Pencil Co., in line with 
its stepped-up sales program, has added 
William 


Columbian 


sales force. 
with 


men to the 
formerly 


seven 
G. ©O’Connor, 
assistant to the sales 
Brooklyn-Long 
Island territory and make his headquar 
New York district office. 
Thomas A, Varnum has been operating in 
the Rocky Mountain area and makes his 
in Denver. He was previously with 
Mills. Gerald F. Van Volken- 
will be located in Los Angeles and 


sronze Corp., as 


manager, will cover the 


ters in the 


home 
Kenwood 
burg 
do industrial selling in the southern Cali 
fornia territory. He had heen associated 
with W. B. Massie Brokerage Co. 
Angeles. John T. Paul, 

Steinhardter & Nordlinger, 
ing on the trade in eastern 
State. Glenn W. Dahl will 
of southern Wisconsin, working 
out of the John 
\. Faleon will call on customers in Mis 
Arkansas, Western 
and, along with Tom Riley, 


in Los 
with 
has been call 
New York 


take over 


formerly 


CoN erage 
Chicago district office. 
SISSippi, Tennessee 


on dealers in 


Hamann Calculating Machine Company's 
booth at the NOMDA exhibit. Bruno 
Buinevicius, Hamann president, is seated in 
center. The firm distributes Hamann Calcula- 
tors and NFI Adding Machines in the U. S. 
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FASTER COLLATING 


* One user reports 
5,300 sheets an hour 
gathered by 
worker! 


one 


when you use EVANS 


GATHERING RACK with SPEEDY JOGGER 


%& Racks have 6, 12 or 18 sections, each 
holding 500 sheets at inclined angle. All 
aluminum, non-skid in use, collapse for 
setting aside. Use two or more racks to- 
gether for large assemblies. 


% Jogger, also aluminum, fits on end of 
any TU Rack, as shown. Worker drops sets 
of gathered sheets criss-cross into Jogger. 
As hand lifts forward to resume gathering, 


See Your Dealer or Write: 


Evans Specialty Co. 


handle is tapped—and sets jog neatly, 
ready for removal. 


GUARANTEED to produce quicker and more 
accurate results than any other collating aid 
on the market. 


SHOWN: |2-section TU Rack with Jogger. Rack 
is $16.50—Jogger $10.00. 7 other Racks from 
$10.00 to $25.00, depending upon style (vertical 
or horizontal), and number of sections 


Inc., 403 N. Munford St., Richmond 20, Va 





Antes read! 


Are you sotisfied with just any kind 
of a letter? Or are you one of those par- 
ticular people who take pride in the clean, 

od looking letters they send? Any letter 

‘only as good as the machine it is written 

n, and with the OLYMPIA SM 3 De Luxe 

you just cannot type anything but 
letter. 


type faces and mechanical perfec- 


EOE OE So” 2 
MP iy 


NEW DELUXE 


PORTABLE 


sharp carbons and has many exclusive 
features not found on other machines. And 
in looks it’s a beauty. 
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OFFICE MANAGERS! 
KEEP EXPENS 
4-WAYS 








- Eliminate hours of == 
costly hand typing 

- Eliminate proof- 
reading 

. Completely elimi- 
nate errors 

. Eliminate sending 
out for photo copies =—— 


weqeO__— 
EXACT - PHOTE - COPY 


ALL ELECTRIC .. . ALL-IN-ONE-UNIT 
Get DRY photo copies in your own office 
automatically in seconds. 

It doesn’t cost, it pays you to own the new, compact 
EXACT-PHOTE-COPY machine, There’s NO darkroom. 
NO chemical fumes, NO washing, NO fixing, NO drying. 
Simple to operate. Produces 60 to 90 copies per hour of 
anything typed, written, printed or drawn. Size 12” 
wide by any length. 1t-side or 2-sides. 110¥ 
vinyl exterior. 47 Ibs, Prices start at $105.00. 

Made in U.S.A... . Fully Guaranteed 
Write for FREE brochure today . . . 
GENERAL PHOTO PRODUCTS CO., INC. 
15 SUMMIT AVE., CHATHAM, NEW JERSEY 


Manufacturers of dry and wet process photo 
copy equipment. 














If you’re 
looking’ for 


typewriter kevtops?... 


om 20) 0m or -\, Eby ae) me mele) ¢), fem 
We manufacture a 
large assurtment of plastic, 
precision-engineered 
to fitalmost any 
‘ver made. They’re 
non-flammable and easy 
install. Write or phone for 
ir new catalogue. 
PEARL ENGRAVING CORP. 


36-40 WEST 29TH STREET, N. Y. 1 
MURRAY HILL 6-1898 
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PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of 
Addressing, also Chances of Error. 
Paycheck ‘“Outlook"’ Envelopes are absolutely 
opaque, essential when wages are paid * check. 
Nothing shor's but the employee's name. This im- 

proves perschnel relations, 

Send us check you now use and we will submit 
sample Paycheck ‘'Outlook"’ Envelope and prices 
based on your estimated yearly requirements. 


OUTLOOK ENVELOPE CO., fst. 1902 


Originators of “Outlook” Envelopes 
W Washingten Bivd Chivage 7 on 





vy SPECIAL OFFER! 3x 


Two Leading German 

Office Equipment 

Journals, at a big 
SAVING TO YOU! 


“‘BUEROMARKT'' (Office Market) general 
guide, semi monthly, printed in GERMAN $6.30 
“DAS RATIONELLE BUERO" (The Rational 
Office) monthly, printed in GERMAN ....$5.75 


combination cost $11.00 


Annually 
Postfree 


These vital Trade Jour- 
nals keep you up-to- 
date with the German — Continental Office 
Appliance market. In regard to subscriptions 
or advertising rates contact our American 
Representatives: 


ATLANTIC SERVICE AGENCY 
P. O. Box 415 * Flushing, N. Y. 


Tel: INdependence 3-6815 
VERLAG PETER BASTEN 
Aachen, Germany 
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Louisiana. Arthur C. Mullen has been 
operating in the New Jersey territory 
for the past few weeks, after being trans 
ferred from Long Island. 


Copease Incorporates 


Copease Co., national distributors of 
Copease photocopying machines, was in 
corporated, according to Charles EK, Hal 
lenborg, president of the corporation, 
succeeds a business of the same 
name. Frank M. Gale has been 


vice president of the corporation, Copease 


which 
named 


Corp. has just taken an entire floor at 
270 Park Ave., New York, to handle their 
increased volume of business. 


McBee Sales Changes 
Bm. ©. 


nouneed the combination of the 
Division and the Accounting Equipment 


Davis, president, McBee Co., an 
sinder 
Division into one selling 
General sales manager E, H. Gibson, New 


York, will direet the activities of all 


organization. 


McBee salesmen in the single organiza- 
tion. The combination was effected to 
relationship between the 


bring closer 


traveling time for 


necessary for 


groups and reduce 
salesmen of the 


Richmond 


merly 


Sinder Division. G. T. was 
appointed director of 
sales. FE. B. 


motion 


transportation 
Hundley became sales pro 
30th will 
MeBee Co. is a 
division of Royal MeBee Corp. 


manager for binders. 
operate from St. Louis. 


French Office Equipment Show 


The fifth International Office 
Equipment Show takes place Oct. 13-24 
in Paris. 


annual 


This exhibition has developed 
trade 
Office machines, systems, 


into one of the most suecessful 
fairs in Europe. 
furniture and from nearly all 
Kurope as well as the U. S. will be on 
display. Write for further information: 
SICOB, 6 Place de 


France. 


supplies 


Valois, Paris 1, 





Experienced buyers of business machines 
recognize the importance of obtaining 


It pays to be 


quiet, dependable operation. This ac- 
counts for the increasing preference for 


office appliances driven by special appli- 


MOTOR CONSCIOUS 


cation Lamb Electric motors 


... known 


for long-life and trouble-free performance. 


whea buying 


business 


machines 


In Canada: 
Sangamo Company Ltd, — Leaside, 


THE LAMB ELECTRIC COMPANY 


KENT, OHIO 


Lamb Electric — Division of 
Ontario 


Lan Electric 


SPECIAL APPLICATION 
FRACTIONAL HORSEPOWER MOTORS 
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HOW TO 
INCREASE 


...without 
increasing 
overhead 


Printers, Dealers and 
Agents, RogersnaP’s 
service of offering the 
best in carbon inter- 
leaved snapout busi- 
ness forms is available 
to you for your cus- 
tomers at a good profit, 
for yourself. 

Stock forms ready for 
imprinting are also 
available in W-2 Forms 
and Envelopes - Bills of 
Lading - Purchase Or- 
ders - Voucher Checks - 
Repli - Memos - Sales- 
man’s Contact Reports. 

It will pay you to in- 
vestigate RogersnaP’s 
service. 


Write, wire or phone 


TELEPHONE 
R1I-5816 


139A Howell St.Dallas,Texas 
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Stationery Newsletter 

J. J. Lester & Co., Dept. O, 305 Canal 
St.. New York 13, N. Y., ‘‘ Mail Order 
Stationers to the Nation,’’ will publish 
a monthly news and feature letter, ‘‘Sta 
tionery Topics,’’ which will carry arti- 
cles, stories, cartoons, ete., of interest to 
office managers and purchasing execu 
tives. Specials on general office and sta- 
tionery supplies will be ineluded. The 
first issue will appear this month and a 
free copy each month can be had by 
writing the above address. 


Typewriters in India 

The Government of India invited firms 
interested in making typewriters there 
to submit plans last month. In the year 
ended March 31, 1954, India imported 
6,226 typewriters from the U. S. and 
5,110 from Italy and other countries. In 
1953, Remington Rand assembled 10,000 
machines at its Caleutta plant. A large 
Indian manufacturer has announced 
plans to design and produce a_ type 
writer. 


Nepeo Scholarships 


Nepco Foundation scholarship awards 
for the 1954-55 school year went to Gary 
Dickey, Joanne Coon, Phillip Larsen and 
Frances Koch. Awards for last year’s 
winners have been renewed for an addi 
tional year by Nekoosa-Edwards Paper 
Co. 


Modern, landscaped showroom of Carr Busi- 
ness Machines, Smith-Corona dealer, in Great 


Neck, N. Y. 
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SUPPLIERS OF EXPERTLY CONSTRUCTED 


SILK FABRICS 


AND 


NYLON FABRICS 


FOR MANUFACTURERS OF 
QUALITY TYPEWRITER RIBBONS 

















MON Lave. 


21 WEST STREET, NEW YORK 6, N. Y. 














TELEPHONE HANOVER 2-5425 
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SCHWAB'S NEW aie 
FIRE AND BURGLAR PROTECTORS 
Nae RESISTING WALL SAFE For 2- and 3-Ring 


Binders 
*METAL 
EYELETS 

— an exclu- 
sive Amfile 
feature 








They glamorize 
proposals, pres- 
entations, price- 
lists, photo- 
graphs — any 
letter-size papers. 











"he Schwab Certified Label attached to | : A one-inch ring 
the door of each safe is your Customer's guarantee that | binder holds up to 25 protectors. Made of 


wall safe has been furnace tested for one hour 


fire protection, at 1700° temperature | heavy gauge, non-inflammable acetate. Size 


paneer: if od — ae | 11x 8/2". Packed 25 to a box. 
inside 9" 6 3 | If your dealer doesn't have them in stock 
Finish Si th Gray—Shi I weight —5 y é 
y sh Smooth sve Shippin eigh . ' 
ge oy ayy Pe | send us his name and we'll see that you are 
at the NSOEA Show, Room 533-A supplied promptly. Write for circular. 


THE SCHWAB SAFE COMPANY | = AMBERG FILE & INDEX CO. 
LAFAYETTE, INDIANA 1601 DUANE BLVD.. KANKAKEE, ILL. 








TECHNYSCOPE MODEL F-2 | TYPEWRITERS 
ae ALL MAKES 


ee 


t -) 


REGALRITE BRAND 
The use of FLUORESCENT LIGHTING in- | RIBBONS AND CARBONS 
troduces an entirely new standard of 


& 
scope illumination. The glass of the Scope THE UTMOST IN QUALITY 
and stencil remain cool. The entire writ- THE LOWEST IN PRICES 
ing area of the stencil is amply and 
evenly illuminated. Proven—Best by Test—Best for Less 
Complete Price 


- Le 
Request Information from RITFO 
TECHNYGRAPH COMPANY, TECHNY, ILL. | REGAL TYPEWRITER COMPARY, LINC. 











Tue Orrice—September, 1954 





For Permanent Hecto Ink 


Ribbon & Carbon Mfg. Co. 
has signed Adelphi College, Garden City, 
N. Y., to a $5,000 research contract. The 
ultimate aim of the project is to produce 
a hectograph ink which will not fade over 
a period of time 


Columbia 


as do those presently in 
use, ‘Such a discovery will perfect the 
hectographing fade 
proof office handy, 
inexpensive duplication. It 
increase the 
the widely 


technique, insuring 


records by means of 
will greatly 
already numerous uses of 
adaptable spirit hectograph 
’ according to F. R. Nichols, 
president. Directors of the 
Douglas A. Newman, in 
charge of research for Columbia, and Dr. 
Alfred Vogel, Adelphi’s 
chemistry 


duplicator, ’ 
Columbia 
project are 


chairman of 
department. 


Furniture Representative 

Milwaukee Chair Co. 
Furniture Co. are 
Calif., Ariz., and 
903 N. 


and Milwaukee 

now represented in 
Nev., by Leekley & 
Main St., Angeles 12. 


300Z, Los 


Acco Strike Ended 

Acco Produets, Ine., 
announced that its strike ended in 
and that orders on the 
their with the 
duction. 


Ne 2s, 


June 


Ogdensburg, 
books are now on 


way plant back in pro- 


Fox River Paper Corp. has equipped over 100 
paper merchants’ trucks with frames and 
waterproof posters which will be changed 
every I'/, to 2 months, without charge. 
Frames are 44" x 28" and 28" x 22" for 


large and small trucks. 
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| Keep valuable papers together 


with SCHLEGEL 
PULL FASTENERS 


Keep letters, documents, records and 
magazines together for good this safe, 
permanent way. 

Simply slip a Schlegel Pull Fysstener 
around the pack and draw the fastener 
snug. It ties without knots. It won’t untie 
unless you want it to. And you control the 
tension so that there’s no tearing or crimp- 
ing. Unlike rubber bands, they’re never 
too tight or too loose. What's more, 
Schlegel Pull Fasteners last indefinitely. 

Banks, lawyers, utilities, railroads, 
architects, libraries and businesses of all 
kinds have used Schlegel Pull Fasteners 
since 1910. Fourteen sizes to choose from. 
They’re economical, too. You can re-use 
them time and time again. Order from 
your stationer, or write direct. Samples, 
information, and prices on request. Write 
today. You'll be glad you did. 


How Schlegel Pull Fasteners Work 


nw) 
ant 














To open, pull the 
shorter end. Metal 
ring prevents slip- 
ping. 


Schlegel 


Manufacturing 


Place the loop 
around papers, pull 
one end until the loop 
closes snugly. 








Rochester 7, N.Y. 
Oakville, Ont.. Can 
ompany 
Industrial Textiles Since 1885 








Secretaries Love it! Shelving in Cartons 


COPYAO SER Holds B Bernard Franklin Co., Hedley & Bath 
copy Ia ep oon La Sts., Philadelphia 37, now make cartoned 
makes typing casler ke hig fe utility shelving racks in four styles. 
ee cee adds 6 ae Dealers are invited to write for data and 
7" by 9'/2"', 5"" base. f prices, 


ONLY A 
+ gh le | 1 30 ka Gilbert J. Owen 
rs 


Desk 
EACH charge of sales and a director of Todd 


BANKERS BOX CO. —— Co., died Aug. 8 after a brief illness. Mr. 
720 S. Dearborn St. ¢ Chicago 5, Ill. 


Gilbert J. Owen, 56, vice president in 











Owen was a key figure in the growth of 


Tor or and is give aior eredi for 
MANUFACTURERS OF DURALUMINUM fodd Co. and is given major credit for 
development of Todd’s worldwide export 


VEN RG HOLDERS FOR business. Later, as general sales mana- 
STYLES cage te ger, he turned his talents to the develop- 
ment of Todd’s domestic business in 
banking and commercial products, where 

he did an equally sueecessful job. He 

joined Todd in 1923 and held many re 

MFG. CO., ins. sponsible company positions in the last 

P. O. BOX 243 O1 vears. The firm’s nationwide sales 


WINTHROP MAINE volume has grown steadily under his 
; 


leadership. 








THE BOOKMATE) Earl G. Hicks 


Use THE BOOK. Earl G. Hicks, 67, assistant general 
MATE for copying or ° oon ’ 
reading from targe sales manager and a director of Todd Co., 


books, Makes copy- . ” . ‘ae 
ing faster — easier died July 17 after a brief illness. Mr. 
—more accurate. ‘i. 
Needed in every office Hicks 
for copying from for 3 rears > Irve . sn laame 
books, Standard for 34 vears. He Se rved as salesman, 
Model $6.75. Special bank supply supervisor, west coast sales 
Model (for extra- 2 ‘ 
difficult books) $11.75, division manager and manager of com- 
ostpaid. Free ten- . . 
day trial Send no mercial check sales. He was appointed 
money. ai our « ; ‘ re 6 . . . 3 * 
order’ today or ovis assistant general sales manager in 1945 
for information. : a diree > 3 949 
BOOKMATE COMPANY first Nat'l Bank ind a direetor in 1949, 


dg., Miami, Okla, 


was associated with the company 











Dwight N. Briggs 

Dwight N. Briggs, 54, New York sales 
representative for Sun Rubber Co., died 
July 26. Well known in the stationery 
field, Mr. Briggs founded the Stationers’ 
12:30 Club of New York City. 


George L. MeCarthy 
George Lewis MeCarthy, 66, inventor 
NEW ADDRESS of the microfilming machine and chair 


GME M SUN Gm EKER mano! the beard ef Reeordak Corp,, sub 


sidiarv of Eastman Kodak Co., died 
207 E. EVERGREEN ST MT PROSPECT, ILL Tulv 9 
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75 DIFFERENT [are 
MARKETS! atin 


xporter 


for office equipment and supplies. 








Last April 1,232 office stapling 
machines were exported to the 
Belgian Congo from the United 
States. The Congo is but one of 
75 countries and territories where 
every autumn OFFICE EQUIP- 
MENT EXPORTER is enthusias- 
tically received and steadily used by 
all office equipment importers, dealers 
and specialists. Increase your export 
business. Advertise in OFFICE 
EQUIPMENT EXPORTER 1954 to 
sell: 


Afghanistan Ceylon Northern Ireland Japan Nepal Sudan 

Alaska Cyprus Greece Kenya Netherlands Surinam 

Algiers Denmark Haiti Korea '' West Indies Sweden 

Arabia Egypt Hawaii Lebanon New Zealand Switzerland 
Australia Ethiopia Hong Kong Liberia Norway Syria 

Austria Finland Iceland Libya Pakistan Tanganyika 
Belgium Formosa India Luxembourg Philippines Tunisia 

Belgian Congo _— France = —_ Indonesia Madagascar Portuguese Africa Turkey 

British East Africa French Africa Iran Madeira ts) Suarin: Ri Union South Afri 
British Guiana French Guiana Iraq noone 1 ands Puer ee basa Saag — 
British Honduras Germany Ireland Malaysia Rhodesia Viet Nam 

Burma Gibraltar Israel Malta Siam West Indies 
Canada Great Britain Italy Morocco South Sea Islands Yugoslavia 


Good agents and dealers are necessary to sell your products abroad. The advertising pages of 
OFFICE EQUIPMENT EXPORTER find new ones for you and remind old ones about the 
advantages of your products. Remember, conditions change drastically over a full year in agent 
relationships, market demand, tariffs, import licenses and trade policy. 


Advertising in OFFICE EQUIPMENT EXPORTER is the one most productive and economical 
way to keep every available outlet in these countries familiar with your company and merchan- 
dise—and ready to take advantage of each new opportunity. 


Send now for more information OFFICE PUBLICATIONS C0. 


on circulation, moderate advertising rates and 232 MADISON AVENUE 
what 0.E.E. can do for your products. NEW YORK CITY 16, N. Y. 
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PAD VERTUSEIRS ° 





Acco Products, Inc. 38 
Acme Adding Machine Service & Sales Corp. 246 
Acme Bulletin & Directory Board Corp. 220 
Addo Machine Co 128 
Alexander Hamilton Institute 3 
Allen Business Machines, Inc., R. C. ..13, 14, 15, 16 
Alliance Rubber Co . 
Allied Carbon & Ribbon Mfg. Corp. 40 
Allied Litho Supply Co. 214 
All Process, Inc. . 221 
All-Rite Pen, Inc 106 
Amberg File & Index Co. 252 
American Automatic Typewriter Co. 139 
American Lithofold Corp. ; 228 
American Numbering Machine Co. 228 
American Register eo 216 
American Writing Paper Corp. 89 
Ames Supply Co. 234 
4rnot-Jamestown Div. : -m 
Art Steel Co. 64 
Atlas Stencil Files Corp. 211 
Aurora S.p.A. 147 
Autocopy, Inc. 


Bankers Box Co. 

Bankers & Merchents, Inc. 
Basten, Peter : 
Bates Mfg. Co. 
Blankenhorn Co. 

Bohn Duplicator Corp. 
Bomont, Inc. 

Bookmate Co. 
Borroughs Mfg. Co. 
Bruning Co., Charles 
Bud Type Cleaner Co. 
Burroughs Corp. 


Can-Pro Corp. : 7 
Central Printing Machinery Co. 
Challen fe Machinery Co. 
Codo Corp. 

Cole steal Equipment Co. 
Collins-Benton Co. ; 
Colonial Carbon Co. 
Columbia Envelope Co 
Columbia Ribbon & Carbon Mfg. 
Copease Corp. ; 
Copy-Craft, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph C. 
Cramer Posture Chair Co. 
C-Thru Ruler Co. 


Dennison Mfg. Co. 
Denominator Co. 
Dewberry snqeving Co. 
Dick Co., A. B. 
Dichophene Corp. 
Diebold, Inc. 

Dieh!, G.m.b.H., Heinrich 
Ditto, Inc. 

Doro Mfg. Co. 


Eagle Pencil Co. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Esleeck Mfg. Co 

Evans Specialty Co. 

E-Z Sort Systems, Ltd. 


Fabbrica Addizionatrice Italiana 


256 


A. W. 223 
Facing wages 98, bo 
113, 


Faber-Castell Pencil Co. 
Faber Pencil Co., Eberhard 
Facit, Inc. 

Federal Cash Register Co. 
Filmotype 
Force & Co., 
Fototype, Inc. 
Frankel Mfg. Co. 

Friden Calculating Machine Co. 
Frye Mfg. Co. ; 


Wm. A. 


Gates Associates 

Genera! Binding Corp. 

General Multi Forms Sales Co. 
General Office Equipment Corp. 
General Photo Products Co., Inc. 
Gestetner Duplicator Corp. 
Globe-Wernicke Co. 

Gonco Mfg. Co. 

Goodfrend Metal Products Co. 
Goodyear Printing & monary Co. 
Gramont Corp. ; 


Haida Engineering Co. 

Haloid ‘Co. 

Hamann Calculating Machine Co. 
Hammermill Paper Co. 

Hano Co., Philip 

Harding Co., Milo . 

Hearthside Industries 

Herald Sales ; 

Heyer Corp. 
H. Co. 
Hush-A-Phone ‘Corp. 
Hygienic Dental Mfg. ‘Co. 


Imperial Desk Co. 

Industrial Shredder & Cutter Co. . 

Ink Specialties Co : : 
Inserting & Mailing Machine Co. 
Inter-Continental Tediog Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Interstate Precision Products Corp. 
Invincible Metal Furniture Co. 


Jardin Associates, Inc. 


Kee-Lox Mfg. Co. 
Kohihaas Co. 
Kores Carbon Paper & Ribbons Mfg. Corp. 


Lamb Electric Co. 
Lansdale Products Corp. 
Laufer Gummiwarenfabrik 
Lee Products Co. 

Legge Co., Inc., Walter G. 
Letterex Corp. 

Litho Engineering & Research 


Manpower, Inc. . 

Marchant Calculators, Inc. 
Maxwell House 

McBee Co. 

Meilink Steel Safe Co. 

Mendes Corp., J. Curry 
Metalcraft, Inc. 

Millers Falls Paper Co. 
Milwaukee Metal Furniture Co. 
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Mim-E-O Stencil Files Co. 
Minnesota Mining & Mfg. Co. 
Mirsa Co. of U.S. 

Monroe Calculating Machine Co. 
Moore Business Forms, Inc. , 
Moore, Inc., P. 

Multi-Counter Mfg. Co. 


Narva Products, Inc. 

National Blank Book Co. 
National Business Show 
National Cash Register Co. 
National Vulcanized Fibre Co. 
Neenah Paper Co. 
Nekoosa-Edwards Paper Co. 
Nettle Mfg. Co. 

New England Paper Punch Co. 
Norta Distributing Co. 


Office Products, Inc. 

Office Publications Co. 

Old Town Corp. 

Olivetti Corp. of America 

Outlook Envelope Co. 

Ozalid, Div. of General Aniline & Film Corp. 


Packwood Mfg. Co., G. H. 
Perker Steel Products, Inc. 
Pearl Engraving Corp. 

Peck & Harvey Mfg. Corp 
Peerless Imperial Co. 

Pelouze Mfg. Co. 

Phillips Process Co. 
Photostat Corp. 

Pitney-Bowes, Inc. 
Plate-O-Lith Co. ‘ 

Plus Computing Machines, Inc. 
Plymouth Rubber Co. ‘ 
Posting Equipment Corp. 
Pres-To-Line Corp. of America 
Printing Devices, Inc. 
Print-O-Matic Co. 

Punched Card Publishing Co. 


Rapid Roller Co. ; 

Regal Typewriter Co. 

Regna Cash Registers, Inc. 
Reliable Typewriter & Adding Machine Co. 
Remington Rand Inc. 

Replica Products Corp. 
Rex-O-Graph, Inc. 

Rex-Rotary ane Corp. 
Rite-Line Corp. 3 
Rittenhouse Paper Co. 

Roberts Rubber Co., Weldon 
Rogersnap Business Forms 
Rol-Dex Division 

Roll-A-Line, Inc. 

Rose Ribbon & Carbon Mfg. Co. 
Royal Typewriter Co. . 


Sanford Ink Co. 

Saunders Mfg. Co. 

Schlegel Mfg. Co. 

Schwab Safe Co. . 
Schweitzer, Inc., Peter J. 
Scott-Rice Co. 

Security Steel Equipment Corp. 
Sengbusch Self- a te Inkstand Co. 
Sheppard Co. 

Shredmaster Corp. ... 
Simplex Specialty Co. 

S-K Forms Co. . 

Smead Mfg. Co. 
Smith-Corona, Inc. 


Speediiner Co. ’ ; ae . we 


Speed-O-Print Corp. 


THe Orrice—September, 1954 


Spot Carbon Products .. Saikano 
Standard Duplicating Machines Corp. (iis a2 ee 
Sten-C-Labl, Inc. . 174 
Stile-Craft Manufacturers, Inc. ....... 157 
Storms Co., H. M. : 59 
Strickler, Carl E. 188 
Summira Adding Machines Division 232 
Swift Business Machines Corp. ... 148 
Systems Mfg. Corp. is ; 190 


Tab Products Co. : 217 
Technygraph Co. : 252 
Thomas Collators, Inc. . 132 
Tiffany Stand Co. 240 
Times Facsimile Corp. . 118 
Top Flight Products Co. 214 
Tubular Specialty Mfg. Co. 42 


Underwood Corp. Cover IV 
U. S. Carbon & Ribbon Mfg. Co. 222 
United States Envelope Co 

Universal Pen Co. 137 


Vari-Typer, The 

Victor Adding Machine Co. 
Victor Safe & Equipment Products 
Vogel-Peterson Co. . 


Warner, H. A. 

Watson Mfg. Co. 

Wausau Paper Mills Co. 
Weber Label & Marking Systems 
Webster Co., F. S. 

Western Mfg. Co. 

Worden Co. 


Zip-O-Riter Co. 


BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 232 Madison Ave.. 
New York 16. 





Electronic Progress 
ITH the installation of a 
UNIVAC at Klee- 


(reneral 


trie Co. in iouisville, elee- 


tronic computers were in- 
troduced to the business world. 
Kor the next few vears, a business 
should anticipate replacing at least 
100 clerical workers to justify the 
installation of a modern general 
purpose automatic computer such 
as UNIVAC or IBM 701 or 702. 
There is no iron law about this and 
within our business generation it is 
that small firms with 
than 1,000 total employees will be 
able to utilize information 


Not for the present, 


foreseen less 
Process- 
ing equipment. 
however. 

Most computer installations of the 
all-purpose type will replace present 
punched card operations. 

It is not necessary to run a com- 
puter all day, every day, to justify 
an installation. 

For office managers and systems 
men interested in the subject, much 
of the scientific jargon on computer 
theory has been more confusing than 
helpful. Start to think of bottle- 
necks and delays in your own busi- 
the and 
sequential ability of these machines 


ness where great speed 


258 


ean be used, perhaps in areas not 
previously mechanized, 

High cost and obsolescence of ex 
should not prevent 


Re- 


ean be 


isting models 
consideration of computer use. 
member, these machines 
rented if vou do not feel like spend- 
ing a million dollars. 

One of the greatest advantages to 
stem from proper use of data proe- 
essing equipment will be their con- 
tribution to organization policy and 
judgement, in addition to the swifter 
historieal and = aeeounting  fulfill- 
ment. 

The enterprises to benefit 
from electronics will be those with 
imagination and who employ com- 


puters extensively in new fields as 


most 


well as orthodox areas. 


Those firms who — suecessfully 
adopt general computer 


benefits will enjoy a rapid competi- 


purpose 


tive edge in sales and research as 
well as accounting. 

There still the 
question. These computers are often 


remains human 


discussed in terms of replacement 
and saving salaries of hundreds, or 
even office 
Is it not timely to ask what these 
office workers will do?) They cannot 
all be absorbed in different depart- 
ments of the enterprises installing 


thousands, of workers. 


information processing equipment. 
The tight office labor market of the 
past expected to 
last Despite bland assur- 


decade cannot be 
forever. 
ances about evolution and absorp- 
tion 
question, is it fully appreciated just 
how revolutionary a development 
these modern computers represent ? 


from those on one side of the 
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this is... 


Smeads TELL-I-VISION SYSTEM 


FOR FAST - ACCURATE FILING AND FINDING 








Here’s the Filing System that 
meets you more than Half-Way 


Smead’s Tell-l-Vision System does more than just contain 
correspondence. The bright index tabs (in alternating colors) 
speed filing and finding. 


Your Filing Systemshould meet certain 
rigid and certain flexible requirements. 
What are these requirements? See the 
back page of this insert. 


MANUFACTURED BY THE SMEAD MFG. CO., HASTINGS, MINN. - LOGAN, OHIO 3D VIEWER 


HOLD HERE 


JF IN 


AINNES RIGHT HAND 


ee colored pamph 


LEFT EYE RIGHT EYE 





this is... 


Sinead s TELL-I-VISION SYSTEM 


FOR FAST - ACCURATE FILING AND FINDING 








Here’s the Filing System that 
meets you more than Half-Way 


Smead’s Tell-I-Vision System does more than just contain 
correspondence. The bright index tabs (in alternating colors) 
speed filing and finding. 


Filing Syst / 
ad aa 


eke 


VISIT YOUR LOCAL STATIONER...SEE THE TELL-I-VISION 
SYSTEM IN COLOR 


SMEAD MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA + LOGAN, OHIO 


Write Smead for a free colored pamphlet, '' Filing Made Easier No. 11165" 





MODERN BUSINESS 


requires a filing system that is... 


EASY TO LEARN 


a. A minimum of rules to master. 
b. Instructional materials to permit self-instruction. 


c. Simple, logical arrangement of guides and folders. 


SPEEDY TO OPERATE 


. Direct filing and finding—without resort to cross-indexing. 
. Simple system of sub-divisions. 


. Color signal system to speed filing and finding. 


a 
b 
c. Visibility of guides and folder tabs for speedy reference. 
d 
e 


. Numbers to guarantee faster “put back.” 


GROWS AS NEEDED 


a. Easy addition of individual folders. 
b. Ready expansion to additional drawers and cabinets. 


c. Provision for sub-classification to meet special needs, such 
as multi-colored folder labels. 


. Speedy processing for routine matters. 

. Ready adaptability to meet special problems. 

. Provision for both frequent and infrequent correspondence. 
. Possibilities for simple, effective cross-reference. 


SMEAD MANUFACTURING CO. INC. 


HASTINGS, MINNESOTA + LOGAN, OHIO 





Case histories” prove 
DITTO saves 


Throughout America, industries have turned to piTTo 
One Writing Systems to cut mounting paperwork costs, 
in the office and in the plant. piTTo substitutes a speedy 
simple duplicating process for time consuming, costly 
hand written or typed operations. The result? Valuable 
time saved, errors avoided—overall costs cut. pirro One 
Writing Systems are not ‘‘cut and dried’’ but completely 
flexible and tailored to your company’s exact needs for 
forms and methods. Results like these* shown can be 
yours. Fill out the enclosed coupon for complete 
information today. 





One Writing Systems 


DITTO. incorporated, 2270 W Harrison St. Chicago 12. 1H! 
in Canade DITTO of Conada. Lmt. Toronto, Ontario 
Gentiemen 

Al no cos! of obligation, please send me move information or 
how you can save ws Money, Time and Effort with the DITTO 
One Writing System for 

( ) Order Bilting( )Production( ) Purchasing-Receiving 
( )Payrott( ) inventory Controt( ) Hospital Admittance 
{ ) Consumer Loan ( ) Other 

name position 

company 

address 

ty 





Before you choose ANY typownitor... 


be sure you see and try the 
NEW UNDERWOOD ELECTRIC 


Flick the switeh on this Underwood 
and you’re ready for the typing thrill 
of your life. 

You'll quickly see how little effort 
it takes to write every letter better... 
to give your boss the best letters he has 
ever signed. 

You’ll soon understand why Under- 
wood is known as the “typewriter 
leader of the world.’”’ Always leading 
in basic features that encourage speed, 
accuracy and ease of typing. And now 
leading with the most advanced electric 
typewriter ever built! 

Let us give you and your employer 
a demonstration ...in your office, on 
your work. He, too, will quickly seethe 


many advantages and economies of 
having this new Underwood at your 
finger-tips. 

Remember. .. don’t buy ANY type- 
writer until you try the Underwood 
Electric. For a demonstration, call 
your local Underwood Office listed in 
the yellow pages of the phone direc- 
tory. 7G 
Underwood Corporation ~~” 


Typewriters... Adding Machines... Accounting 
Machines...Carbon Paper... Ribbons 
Punched Card Equipment... Electronic Computers 


One Park Avenue New York 16, N. Y. 
Underwood Limited Toronto 1, Canada 
Sales and Service Everywhere 


Underwood Electric ... made by the Typewriter 


Leader of the World 





